A dream of a job 



















Right from the start — 
your new IBM Electric means 


faster, easier typing! 
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For increased office efficiency, your boss is sure to go electric—make sure he goes IBM! 


You'll be amazed at how much eas- Your boss will be amazed at how 
ier it is! Why, typing on an IBM much time and work it saves! Be 
actually takes up to 95.1". less finger cause typing gets done so much 
eflort than a manual! And no matter faster on an IBM, typing costs are 
what touch you use, every letter will reduced and ofhce ethciency is in 
have a sharp, even impression. You'll proved. Remember, too, the IBM. is 
turn out typing you'll be pleased to the simplest clectric in operation 

turn in—he ll be proud to sien! the most dependable in performance! 











IBM 








25 YEARS AGO IBM introduced its first electric typewriter... — . 
this year IBM continues its leadership with ite one millionth electric typewriter! 





“| WAS FAILING SHORTHAND .. . 
UNTIL | DISCOVERED— 


DICTATION DISCS*’ 
Amazing New Method 
Guarantees to Increase 
Your Shorthand Speed 
—Get Higher Grades, 





15 Minutes 
Dictation On Each 
45 RPM Record 


Dictation Disc 
Records Available 
In All Speeds! 


Boost Your Salary! 


Here’s the quick, easy, modern way to develop shorthand speed and 
accuracy! You practice at home, in spare time by listening to amazing 
new Dictation Disc Records — available in all speeds. 


More Shorthand Speed Means More Money For You! 


Thousands have used this effective method and increased their writing 
efficiency, poise and confidence as much as 50%! Big pay raises come auto- 
matically with higher shorthand speeds. Read what the experts say about 
this practical, inexpensive way to improve your skill. Start right now to 
boost your earnings as you build your shorthand speed by putting this 
remarkable system to work for you. 





Look What These Experts 
Say About This 
Wonderful New System 


Send No Money! Mail The Coupon Now! 


Regardless of how fast (or slow) you now write shorthand there’s a 
Dictation Disc just for you. Check below the ones you want. Send no 


























~ fe. Tee ee money — just the coupon. On arrival pay price indicated plus COD and 
tice. and your records provide the student secretary handling charges. Or, enclose cash, check or money order now and we will 
with a rich supplement to such a program. The very ship your records postpaid. Either way — this method MUST do every- 
oaikees daaaane ties aakaai tea cao eine BM Fete a thing we say it will or you may return records in 10,days for full refund. | 
William Cohen, World's Shorthand Champion Mail the coupon now! ; 
(280 wpm for 5 minutes) 
nmbbitmhinnwra NEW SPECIAL VOCABULARY SETS | 
' Thomas Cole, Chairman, Committee on Professional Education 
N. Y. State Shorthand Reporters Special Set No. 38 comprises 31 dif- | Special Set No. 39 con- 
P ferent-business letters containing 2,442 tains more than 2000 
ri, «i Caen lM ee _ repetitions of the BRIEF FORMS and repetitions of the 500 
tudents’ work more enjoyable. By providing grade 572 repetitions of the PHRASES, dic- COMMONEST WORDS 
4 a Co the results have been tated in speeds of 60, 70, 80 and 90 dictated into 31 different 
Poul Simone, Auther of “A Stroke ta Time” WPM. Each of the four records con- letters, also in speeds in 
Instructor, Columbia University tains every brief form. 60, 70. 80 and 90 WPM. 
! 


ALL RECORDS PREVIEWED 
TRANSCRIPTION KEYS NOW AVAILABLE 


| DICTATION DISC COMPANY | __ ORDER COMPLETE SETS AND SAVE UPTO 18% | 


DICTATION DISC COMPANY ORDER COMPLETE SETS AND SAVE UP TO 18% 
TS-12 


“Drctatron ’ 
Dictation Dice Cann, aD 


78 R.P.M. $2.00 ea. 
Set No. 61-78 rpm 





170 Broadway, Dept. 


New York 38, N. Y. 


Please send me the records indicated. 
On arrival I will pay price indicated 
plus COD and handling charges. I 
must be delighted or may return rec- 


ord(s) in 10 days for full refund. 


_] I enclose full payment now, please 
ship records postpaid. 


NAME_ 





ADDRESS 





a —I0NE___STATE 


r 


December, 1958 


Set No. 38-45 rpm 
4 records—$1.75 ea. 


O No. 91.60 Brief 
C2 No. 92.70 form & 
C1) No. 93. 80 phrase 
(1) No. 94. 90 _——iIetters 
C) Complete Set—$5.75 
Set No. 39-45 rpm 
4 records—$1.75 ea. 
Business Letters 
D No. 95. 60 500 
C) No. 96.70 most 
[) No. 97. 80 used 
[) No. 98.90 words 
C) Complete Set—$5.75 


Set No. 40-45 rpm 
4 records—$1.75 ea. 
Business Letters 
D No. 41. 40 & 45 
. No. 42. 45 & 50 
No. 43. 50 & 55 
No. 44. 55 & 60 
Complete Set—$5.75 





45 R.P.M. $1.75 each 


Set No. 41-45 rpm 
4 records—$1.75 ea. 
Business Letters 

No. |. 60 & 70 
No. 2. 60 & 70 
No. 3. 70 & 80 
No. 4. 70 & 80 
Complete Set—$5.75 


10000 


rf 


Set No. 42-45 rpm 
4 records—$1.75 ea. 
Business Letters 


No. 5. 80 & 90 
No. 6. 80 & 90 
No.'7. 90 & 100 
No. 8. 90 & 100 
Complete Set—$5.75 


00000 


Set No. 43-45 rpm 
4 records—$1.75 ea. 
Business Letters 

No. 9. 100 & 110 


00000 
Fs 
3 
e 
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Set No. 44-45 rpm 

4 records—$1.75 ea. 
Bysiness Letters 
[} No. 13. 100 & 110 
[) No. 14. 110 & 120 
[) No. 15. 120 & 130 
[) No. 16. 120 & 130 

CL) Complete Set—$5.75 


Set No. 47-45 rpm 
4 records—$1.75 ea. 
"Office Style Dictation 


No. 23. *(untimed, with 


[) No. 24, corrections. 
{) No. 25. Interruption 
J No. 26. & insertions). 
() Complete Set—$5.75 


Set No. 50-45 rpm 
4 records—$1.75 ea. 
Legal Dictation 
}) No. 31. 80 & 90 


0000 
sos 
£88 
sss 
wee 
ss 
Oo 


© Transcription Keys Including Sets 38, 39, 40, 41, 42, 43, 44, 47 -Complete Book $!.00 


ANY TWO SETS ONLY $9.95 


ee 





3 records—$2.00 ec. 


OC Neo. t. 60 & 70 
(1) No. 2.70 & 80 
O No. 3. 80 & 90 
C) Complete Set—$5.25 


Set No. 62-78 rpm 
3 records—$2.00 ea. 


0 No. 4. 90 & 100 
0 No. 5. 100 & 110 
C2 No. 6. 100 & 110 
©) Complete Set—$5.25 


33 L.P. $5.00 ea. 
Set Ne. 71-33, LP 
2 records—$5.00 ec. 
© No. f. 60, 70, 80, 90 
© No. 2. 70, 80, 90, 100 
©) Complete Set—$8.75 


Set No. 72-33, LP 
2 records—$5.00 ec. 


0) No. 3. 90, 100, 110, 120 
0 No. 4. 100, 110, 120, 130 
0 Complete Set—$8.75 
D Sets 71 & 72—$16.50 
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BEHIND THIS WINDOW 

sits Vera Hamilton, secretary to one of 
the nation’s favorites. Perry Como. 
She’s the main contact between Perry 


and his many fan clubs, reports that 








her boss is just as relaxed. just 
as nice in person as he is before 
the cameras. “I really have a 


dream of a job.” 


DETECTIVE WORK NEEDED... 
on each and every bit of work that 
leaves your typewriter. For the 
why’s and wherefore’s read 

‘The Case of a Letter.” 

THE OFFICE PARTY 

can be just plain deadly or just 

plain wonderful. We know people who 
wouldnt ever go to anothet 
one. others who look forward to 
the social events 
Whatever 
thoughts on the matter. we're 
you Il find “It's Party 


interesting reading, 


as one of 


theirs 


of the holiday season. 
youl 


sure Time” 


ALSO... 

. out-ol-the-ordinary Christmas 
gifts 
... fashions that make perfect 
vifts—for yoursel| 

. some helpful hints on that 
feminine favorite, perfume 


2 


Vera concludes happily. 


TODAY'S 


SECRETARY 


DECEMBER 1958 


® Departments 


PRODUCT POINTS 
ASK THE EXPERTS, 6 
NOTES AND QUOTES, 9 


HOW TO: SELECT THE 
THE LAST PAGE, 4& 


BEST TELEGRAPH SERVICE, 18 
® Features 


4 DREAM OF A JOB, 11 
THE CASE OF A LETTER, 14 


THE SECRETARY TALKS, 16 
IT’S PARTY TIME, 19 
MERRY CHRISTMAS TO... . 20 


® Fashions and Beauty 


GOOD LOOKS COVER, 21 

PLAY SANTA TO YOURSELF, 22 
A SCENT OF SAVOIR-FAIRE 
SHOPPING SPREE, 42 


® Skill Building Section 


4 DESK OF HER OWN, 26 
IT’S HERE... THE 46TH ANNLAI 
SHORTHAND PENMANSHIP 


OGA CONTEST, 28 
JUNIOR 





No. 4 


Volumn Ol. 


AND SENIOR OGA CONTESTS, 28, 45 





rYPEWRITING ARRANGEMENTS: JUNIOR AND SENIOR OAT TESTS, 

FLASH READING: JUST THINK, 31 

rYPEWRITING SPEED: COMPETENT TYPIST TEST, 32 

TRANSCRIBING SPEED PRACTICE 

GLOSSARY, 34 

FILE AND FORGET, 

ON THE COVER: Party-pretty. party-perfect 

a full-skirted dress in rayon-acetate lace 

over matching taffeta. Neckline and 

belt are encircled with satin. In 

beige. pink, or blue. Sizes 9-17, 

10-18. About $25. From the holiday 

collection of R & K Originals. 
SUBSCRIPTIONS: Send subscription correspondence and change of address to 
Subscription Manager, ropay’s secreTARY, 330 W. 42 Street. New York 36, 


N.Y. 


giving old as well as new 


Subscribers should notify 
address, 
label 


to become 


and including 


possible, enclose an address from a recent issue 


allow one month for change effective. 
Postmaster: Please send 
York 36, N. Y. 





publication promptly of any change of address, 
postal zone 


of the 


form 3579 to Today’s Secretary, 330 W. 42 St., 


if any. If 
Please 


number, 


magazine. 


New 
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Why a new Royal turns out more and better 





Finger-balanced touch...the 
only standard with touch 
tailored to each finger—closest 
approach to electric touch in all 
standard typing. 





Snap-out cylinder takes ' sec- 
ond to remove for cleaning or 
changing. No waiting forservice 
—though Royal service ts re- 


nowned for speed. 


| 





Finger-form keys are double- 
molded to cushion fingers com- 
fortably—shaped to keep fingers 
from slipping off—assuring 
speed and accuracy, 





Letter-setter—an aluminum 
rear feed roll starts paper with 
carpenter’s-square accuracy... 
delivers you from slant-lined 
letters forever. 





No-smudge ribbon change 
... you can put in a fresh Twin- 
Pak* in 9 seconds. Your fingers 
never need touch the ribbon, 
No winding—ever. 


Lightning carriage return 
whips back at a touch via the 
positive-action line space lever. 
No slamming needed—and it’s 
blessedly quiet. 





work than the time-worn machines you're now using. 


Pty 


No-skip space bar slopes to 
fit your thumbs comfortably. It 
positively will not bounce — 
even if you could type as fast as 
160 words per minute. 








Five cheerful colors in pleas- 
ant two-tones give a lift to your 
office, blend with your décor. 
You choose—and your boss 
pays not a cent extra, 


How many of these Royal 


() @ advancements do you enjoy? 


None of them... 





if your typewriter is 
@ more than 5 years old. 





MORAL: Cut costs... get the boss to trade in old 
slow-poke typewriters on new Royal Standards. 


5 CHEERFUL COLORS 


QYA 


standard 


ee 





World’s Number One Typewriter 


There are more Royal Typewriters 


in office use than any other kind. 





Product of Royal McBee Corporation, World’s Largest Manufacturer of Typewriters. 


December, 1958 








tea 


hand cleaner 






FLOATS OUT 
ALL 
OFFICE STAINS 


"ME MODERN HAND 
ER FOR OFF! 


SMART 
PLASTIC SQUEEZE 
BOTTLE 


HOME ano Factor’ 


* = ‘ 
CW J “eo 
+b ide 
in. wren? @) 
+ & 
* * 4 a ~~ ? 
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Clean Hands gently removes 
stubborn office stains—including 
hectograph dye—without resorting to 
harsh abrasives and strong solvents 

. ends “chemical hands” and 
cracked cuticles. Ends scrubbing, 
too! Simply massage in Clean 
Hands and wipe away with facial 
tissue. Your hands will have their 
fresh, early-morning look again! 
Apply Clean Hands before starting 
the office day. Then annoying 
stains can’t set. Grimiest grime 
disappears effortlessly. Happy 
hands are here again! 


free sample 


Get this handsome purse-size 
sample! Fill in coupon and 
mail with your company 
letterhead. 





@®eeees? ese a 
@ Fill in ond send with company * 
letterhead 
® COLUMBIA RIBBON & CARBON MFG. CO., Inc. * 
© 2912 Herb Hill Road, Glen Cove, N. Y. ’ 
BD SGRs 5.650 cc 0k 6bdes 8dde rbnea eins ecvees & 
@ Company WeTTTIT TTT Tritt & 
€ TOOT. weccrcccces eee PPPOE UC EE SEE eee e& 
@ ci ditt. GS ccs @ 
@®e@eeseees#ses8ee8°?® 


4 


Dadiedte Lorn 
igor 


CONTAINS LANOLIN! 


TODAY'S 
SECRETARY 


DECEMBER, 1958 


EDITOK 
Mary Jollon 


ASSISTANT EDITORS 
Kathy Larkin 
Maura Mara 


SHORTHAND EDITOR 
Charles E. Zoubek 

TYPEWRITER EDITOR 
Alan C. Lloyd, Ph.D. 

EDITORIAL 
E. Lillian Hutchinson 
R. Robe 


Charles Rader 


ASSOCIATES 


rt Rosenberg 


COPY EDITOR 
Eun Sook Lee 


CIRCULATION 
Florence E. Ulrich 


PRODUCTION 


Eleanor Perz 


LAYOUTS 
Jack Marzullo 
Rosenthal & Liebert Studios 
Vito Fiorenza 


PUBLISHER 
E, Walter Edwards 


ADVERTISING REPRESENTATIVES 
ATLANTA 3—Douglas C. Billian 
1301 Rhodes-Haverty Building 
JAckson 3-6951 
cuicaco 11—Charles 3S. Lauer 
520 N. Michigan Avenue 
MOhawk 4-5800 


DALLAS 1—Gene Holland 
The Vaughn Building 
1712 Commerce 
Rlverside 7-5117 

John W. Patten 
Mile High Center 
1740 Broadway 
ALpine 5-2981 


Street 


DENVER 2 


LOS ANGELES 17—Robert L. Yocom 
1125 West Sixth Street 
HUntley 2-5450 

NEW YorK 36—Paul F. Radcliffe 
330 West 42 Street 
LOngacre 4-3000 

SAN FRANCISCO 4—William Woolston 
68 Post Street 
DOuglas 2-4600 





Topvay’s Secretary, formerly THe Grece Writer, 
is published monthly, except July and August, 
by the Gregg Publishing Division of McGraw- 
Hill Book Co., Inc. Executive, Eprror1ar, Circu- 
LATION, AND ApbvERTISING OrFices: 330 W. 42 St., 
New York 36, N. Y. Publication Office: McCall 
Street, Dayton 1, Ohio. See box on contents page 
for directions regarding subscriptions or change 
of address. 

United States subscription rate $3 per year, 
single copies, 35 cents; Canada, $3.25 per year; 
Foreign, $4 per year. Second-class mail priv- 
ileges authorized at Dayton, Ohio. Printed in 
U.S.A. Title registered in U. S. Patent Office. 
© Copyright, 1958, by Gregg Publishing Division, 





McGraw-Hill Book Co., Inc., all rights reserved. 


With brush 20¢ Without brush 10¢ 








GRASERSTIK, GIRLS 

















When there’s a vacancy 
for a higheér-paid pri- 


fQ ~=vate secretary’s job in 

© your office — will you 

liege nbs 

CO getit. 

= You will if you prac- 
tice Competent stenog- 


raphy and typing—and 


if you consistently use 


ALL SERVICE 








an A.W.FABER ErRasrer- © 
Stik. With this pencil- .©6 
shaped, white-polished | & 
. beauty you erase with- & 
= uta tr Whoost wt 
) : 7 - 
me ( a (trace, 1O0sSN 5 
: mistakes disappear as § ¢ 
a} you remove a single 22 
- letter without marring ae 
Q]} surrounding area. Pick | [$3 
= up a few at your Sta-  |&Z 
69 ' c< 
uoners today. 
7 ~- 
ba —_— 
~ Which point . 
do you prefer? 

; jad 
= MEDIUM or AVERAGE rT 
, Wy 
THIN or BLUNT TI 
: & 

ERASERSTIK gives (9 
you your choice pe 
Point it with any ma 
mechanical or hand i to 
sharpener. >= 
as 

<< 


} 


+/ GRASERSTIK 





7099 and 7099B gray all-utility 
ERASERSTIK for pencil, ink or ' 
typewriting. 

7066 and 7066B for those who 


prefer a soft, red typewriter eraser. 
AWM.Faber-Castell Pencil Co. Newark 3, N. J 
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M-2 DIAL-A-PHRASE DATER. Combination 
phrase-and-date stamp with dial selector to 
prevent ink-stained fingers. A turn of the 
selector key and one of a possible 12 phrases 
is in stamping position with the date. Date 
may also be used alone. Price, $2.25, ppd. 
From Edgemont Sales, Dept. TS, 4 Edge- 
mont circle, Whitesboro, N. Y. 





ACTUAL SIZE ~~. 


SHIPPED JAW 15 1958 





PLASTIC PAPER CLIPS. Designed with women in mind, these clips 
are available in four colors—pink, green, blue, and yellow. Light- 
weight space-savers, they take up a minimum of room in file folders. 
Other advantages: plastic clips are rust proof, various tints are 
practical aid in color coding. Four hundred clips to a box (100 in 
each color). Price, $2.00. From Fred Baumgarten, Dept. TS, 1000 
Virginia Ave., Atlanta 6, Ga. 


SEABOARD DESK HEATER. Electric heating 
unit to be used primarily in the “well” of the 
desk. No fans or blowers—heated air is 





transferred by natural convection: no glow- 
ing wires—heating element is sealed in a 
metal case. Magnetic back insures heater’s 
adhesion to body of desk. Price, $29.95. From 
Seaboard Products Corp., Dept. TS, 191 
Frelinghuysen Ave., Newark, N., J. 





POLYCOP PROCESS. Adds new dimension to photocopy—quantity. 
Negative sheet becomes master from which additional copies can be 
made. Main features: no “peel-apart’—polycopies are made with 
one sheet of paper only; no deterioration of clarity regardless of 
number reproduced. Cuts cost in half. Polyeopies are produced by 
an accessory to existing photocopy equipment. Price, $79.50. From 


Cormac Photocopy Corp. 80 Fifth Ave., New York 11, N.Y. 


PORTABLE-TYPEWRITER CABINET. Fashion- 
able and functional companion for your 
typewriter. Features unique swing-out door, 
which, when opened, provides ample work 
space on either side of the machine. Avail- 
able in walnut, mahogany, or oak finish. 
Priced at $47.50. From John Q. Adams 
Office Machines Co., Evansville, Ind. 





PEN 'N STAMP KEEPER. Perfect correspond- 
ce combo—ball-point pen and twin stamp 
lispensers on a compact base. Polished brass 
dispenser holds stamps of all denominations. 
se has black lacquer finish and felt under- 
l. Price, $2.95. Also available with 
ophane tape dispenser replacing one of 

tamp holders. Price, $3.50. From Pat 
lucts, Division of Ketcham & Me- 

Il, Inc., Dept. TS, Roseland, N.J. 
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Are you 
Saving 
time tor 





Or are you wasting his time and 
yours trying to remember who 
called, appointments, meetings, 
and other important “things to 
do” today. 

Take the guesswork out of your 
job — have more time for things 
that count — simply by organiz- 
ing your everyday routine w ith 
an EVER READY desk calendar. 
It’s a good way to get ahead 
easier. faster. 

For a dependable desk mate, ask 
for EVER READY calendars by 
name. In several styles and colors 
to match other accessories. 

















OXFORD 
PENDAFLEX® 
equipment brings 
‘*‘keyboard’”’ ease 
to filling operations! 











Oxford Pendaflex equipment will turn your 
company's filing cabinets into easy-does-it 
“filing machines” that will mean a big reduc- 
tion in your work load. 

J All tabs on Oxford Pendaflex folders stay 
visible at all times. Your hands flit across this 








“keyboard” making selections quickly and 
accurately ... no pushing, no pulling! Finger- 
tip touch moves and separates the sliding 


folders. 








Greater speed, less work and more accuracy 
—these are the advantages that have secretaries 
and employers alike singing the praises of 


Oxford Pendaflex equipment. Join the chorus 
with a Pendaflex system tailored to your 
requirements. 

For a free file analysis, mail the coupon! 


Oxford Filing Supply Co., Inc. 
Garden City, New York 


Md 














OXFORD FILING SUPPLY CO., INC. | 
14-12 Clinton Road, Garden City, N. Y. 





Please send free ‘File Analysis Sheet” 


NAME 





FIRM 





STREET 


IN FILING 





CITY. STATE 
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) The word Veterans, as part of a name. 
‘ I 


such as Veterans Administration Hospital. 
often appears in my work. Is an apostrophe 
called for in this instance and, if so. where 
should it be placed? 


A. When the name of an organization 
(college, association, company, etc.) con- 
tains a noun in the possessive. the apos 
trophe is usually dropped in plural forms 
unless such names end in men: thus. 
Teachers College, but Businessmen’s As- 
sociation. 

Singular names usually retain the apos- 
trophe. as Woman's Home Companion. 

The form used by the organization it- 
self should be fotlowed, however. 


Q. Some authorities say numbers up to and 
including ten should be written out. while 
others advise spelling out all numbers belou 
one hundred. Which rule is correct? 


A. Formerly, all exact numbers below 
100 were spelled in words. Today. in busi- 
ness letters it is more usual for numbers 
above 10 to be in figures because numbers 
are inserted for quick reference. In social 
correspondence and in general matter (as 
manuscripts. biographies, etc.), the old- 
er rule is still followed. 





Q. When a joint signature is used by hus- 
band and wife, should his or her name be 
placed first? Does the addition of the last 
name affect the form? 


A. The preferred form for the joint sig- 
nature of a husband and wife has changed 
from time to time. but the following 
seems to be considered best at present. 

If the wife is addressing and signing a 
card or a note, the husband’s name should 
come first, as John and Mary Brown. lf 
the husband is addressing and signing the 
same, the wife's first name should come 
first, as Mary and John Brown. 

If the signature is printed, as on a 
Christmas card, the woman’s name ap- 
pears first. Whether or not the last name 
is used has no effect on the form. 


TODAY’S SECRETARY 








il 


is 


p 


ne 


‘Y 





BUSINESS ENGLISH 
SECRETARIAL PRACTICE 
A yé ne tron 
BUSINESS LAW 
RP Rohert & 
| lelel. 2.4 4 2.41, ie) 
Marst 


TYPEWRITING 


BUSINESS ARITHMETIC 


anv , fel 


SHORTHAND 
harle f 


QO. Is there any rule regarding the use of 
x 


t hyphen after the prefix re? 


{. There are two types of cases when the 
hyphen should be used following the pre- 
fix re: when the word to which it is joined 
hegins with an e, as re-enter: and when it 
is necessary to distinguish a word from 
another identically spelled word of dif- 
ferent meaning, as re-cover (to cover 
again) and recover (to get well). 


& 
¥, 





QO. When a business letter is concluded. is 

‘ 

t necessary to insert the name of the com- 
inv prior to typing the name and title of 


the person writing the letter? 


{. The company name should be in- 
cluded in the signature of any letter that 
obligates the company. Use of the name 
in other letters is optional. 


Q. When a secretary composes a letter for 
her boss’ signature, isn’t it correct to show 
his initials in the identification line, just as 
f he had really dictated the letter? Or, is 
it now correct to show only the typist’s 
nitials? When I receive a letter that was 
obviously written by someone other than the 
ndividual who signed it, | develop a sudden 
hill toward the writer (usually a secretary) 
ind the signee. 


{. In the signer’s identification, the dic- 
lator’s initials precede the typist’s initials. 
lf a letter is written by the secretary or if 
the dictator’s name is typed undef his 
-ignature, type only your initials. 

However, many companies think their 
customers will have the same reaction as 
vou do if only the typist’s initials appear 
on the identification line. Consequently, 
they use both sets of initials. They feel 

istified in doing so, because after read- 
the mail the employer either writes 
otation to the secretary on how to 

answer the letter or he gives her the di- 
rections verbally. 
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* 25 CUSTOM %* SAMPLE 
RESUME 


WEIGHT WALLETS 


Now, custom weight thinsies make your wallet 
photos twice as useful. You can carry more in 
your wallet. They attach to resumes better. For 
yourself, or as gifts to family, relatives and 
friends. Keep extras handy for unexpected needs. 


FROM 
ONE 
POSE 


THREE 








* PLASTIC 
IDENTITY PHOTO 


You receive free sample resume with instruc- 
tions for use of these photos when seeking new 
position. Also free, a plastic sealed identifica- 
tion photo after you fill in back. Today's biggest 
bargain — special at $1 (we pay postage). 


You'll love your wallets or money returned, 


APPLICATION PHOTOS, Dept. 23 FROM ONE 
Box 271, Salem, Massachusetts POSE 





SPECIAL 





$ 00 NAME 
we poy | ADDRESS 
postage | city 
| Printed 





| 
We enclose portrait or photo (which will be returned un- 
harmed) and $ 


_for “ALL THREE”. 


ZONE STATE 
name and address assures faster service. 





TE-LINE copyruoiper 


° FH 
e Cc at 


2 


7} ao 27 
. ra ra 7 


. ja" —f 
oe, > 
. —_ He —s go” 


Send for FREE Booklet describing 
RITE-LINE COPYHOLDER 


f——-MAIL COUPON TODAY-~—~* 
RITE-LINE CORP. : 
4209 39th St., N.W., Washington 16, D. C. 

















| Please send me a free copy of your Folder. 7 
| Name | 
| Address | 
| cny_____2oe —_stote__ 


/ 
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For CHRISTMAS 
GIVING & YEAR 
‘ROUND USE! 


JET 
TRIO 
SET! 


Original, useful gift for office and home uses. The 
complete set for ALL ERASING! 3 handy cylin 
drical erasers, each in transparent plastic holder 
with pocket clip. Holder tip unscrews so eraser 
stick can be moved outward. 


JET TRIO SET complete with 
1 No. 827 Jet Eraser, gray rubber core, for 
erasing ink and typewriting. 


1 No. 838 Ball Point Jet Eraser, green rubber 
core for erasing writing in ball point ink, lead 
and India Ink. 


1 No. 825 Jet Eraser, red rubber core, for pencil 
erasing and cleaning. 
1 Refill in each of the 3 textures. 
IN ATTRACTIVE, TRANSPARENT-PLASTIC 
DESK & CARRYING CASE. 





Order Now $] .00 Postage Prepaid 
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Today’s secretary becomes a real “‘junior executive” 


with Edison Voicewriter dictation. 


“My Voicewriter helped me become a 


Junior Hxecutive !” 


Speceeniee with an eye to broadening 
their job responsibilities recognize a 
good friend when they see one. That's 
why they're enthusiastic in their praise 
of Edison Voicewriter dictation. 

When the boss uses a Voicewriter... 
you're freed from the time-consuming, 
laborious—sometimes nervewracking 
chore of taking shorthand notes and 
then transcribing them. You can devote 
that time and energy to the more 
pleasant, and more profitable, junior 
executive tasks that increase both your 
prestige and your income. 

And think of this advantage. When 
you re in a workload jam... it’s easy to 


Ediso Nn Voicewriter e a product of Thomas A. Edison Industries 


Thomas A. Edison Industries, West Orange, N. J. 
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pass along the Voicewriter Diamond 
Disc to another secretary without the 
problem of her reading someone else's 
shorthand notes. The boss’s voice comes 
through crisp and clear—transcribing is 
quick, easy and accurate! 

Here’s another important thing to 
remember about Voicewriter . . . it’s 
made by Edison. Every Voicewriter user 
enjoys the benefits of Edison’s more 
than 70 years’ experience in the office 
correspondence field. And you can rely 
on today’s ahead-of-the-field Edison 
Voicewriter for outstanding, trouble- 
free performance day in and day out. 


Have we made a new friend? 














Let us prove there’s 
nothing like Voicewriter dictation! 
Ask your boss to let you call the Edison 
Business Consultant in your area for a 
Voicewriter tryout so you can both see 
real dictating equipment in action. So 
far superior to the so-called economy 
makes. Yet you both can use a Voice- 
writer on the Edison lease plan for only 
$17.81 a month. For your tryout—or 
for free literature—write Dept. TS-12 








In Canada: 32 Front Street W., Toronto, Ontario 
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Capering Comrades. Soviet business executives with 
fat expense accounts have squandered more than 55 
million rubles ($13,300,000) of government money on 
trips to Moscow within a recent five months' period. 
Said PRAVDA: "Some business is done, but the time is 
filled out with visits to football stadiums, 
theaters, cinemas, and art galleries." 


Standard Retirement Age may be raised to 75. This is 
the opinion of one-half of the company presidents 
recently interviewed by Dun and Bradstreet. They 
think that as the life Span grows the cost of 
pension plans will become prohibitive. 


Half the New Jobs created in the next ten years will 
be filled by women. The majority will be 45 or 
over=-the age group which constitutes the largest 
percentage (2 out of 5) among working women. 
Traditionally, the 18 and 19 year olds have held 
this record. The reversal in trend is attributed to 
the return of women to the labor force after family 
responsibilities have lessened... Note: The 

Average American woman now works eighteen years. It 
was only six at the turn of the century. 


The Vanishing Worker. A Study by the U. S. Public 
Health Service indicates that sickness will 
cause employees to lose an average of eight days 
during the coming year. 


Any Connection? Scientists at RCA have succeeded in 
developing an instrument said to make the loudest 
noise in the world... Still another group has 
discovered a set of electronic earmuffs guaranteed 
to tune out unwanted noises. 


Memo to Secretaries. The Mistake Out Company of 
Dallas, Texas, has the answer to a secretary's 
prayer=—- Liquid Paper. Instead of erasing the 
letter along with the mistake, simply lay a surface 
much like the original paper over the mistake; then 
retype on the new Liquid Paper surface. 


GOOD NEWS FOR '59 GRAD. The College Placement 
Council Inc., found 1,605 companies (as compared to 
1,432 last year) planning active campus recruit- 
ing... A CRISIS is in the offing for TV networks and 
those faithful Late-Late-Late viewers. The stock- 
pile of old movies is running low and the current 
production is inadequate... "Except for most organi- 
zations, few people feel kindly about the organiza- 
tion man." (From American Business, Oct. '58) 
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Seay 


SEA FOAM 


Days don’t have to drag. You 
don’t have to jumble piles of 
paper, fumble in file cabinets, 
lose your temper over creased 
or faded file copies. Simply 
say Sea Foam next time second 
sheets are ordered. Sea Foam 
is strong. Snap it. You'll see. 
Handles easier. Lies perfectly 
flat. Files faster .. . thin, com- 
pact and specially manage- 
able. Erases smoother, cleaner, 
quicker. Channels easier.Seven 
colors for easy direction. 


Say Sea Foam .. . the 
second sheet that’s speci- 
fied first in better offices 
across the country. 





Write for Samples, Dept. T-12 


SEA FOAM BOND 


BROWNVILLE PAPER CO. 
BROWNVILLE, NEW YORK 
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accuaaliarcacela 
Ribbons Ago... 


the first typewriter ribbon was 
produced by Remington Rand. 
Today, Remington Rand, a world 
[Yolo (-Tam Mal ololelaMuleliltiielaitie- 
for all makes of business 
machines, introduces the fabulous 
Super NYLEX' all nylon ribbon 
with BAN-LON’: Its exclusive 
ink absorbent ‘‘crimped weave” 
folarviatiailolamersiiia—t: 

sharp type impressions, 

oMmelola am 2al(-Mmolile Mt] © 

ome \0) Mlelalet-lamalelelei mi Li-e 


Remington. Fland 


DIVISION OF SPERRY RAND CORPORATION 


t Patent Applied for 
* Ban-Lon is @ registered trademark of Jos. Bancroft & Sons Co. 


Remington Rand, Room 2219, 315 4th Avenue, New York 10, N.Y. 
Please send additional details on Super NYLEX ribbon: 


NAME ADDRESS 
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HANCES ARE if you have 

a phonograph or a televi- 
sion set, you have at one time 
or another met a casual, soft- 
spoken gentleman by the name 
of Perry Como. You've lis- 
tened to him sing and watched 
his informal way of taking a 
nation-wide spotlight. If you 
are a secretary, you may have 
even spared a sigh of envy for 
the lucky gal who takes dicta- 
tion from such a boss. 

You'd be right. Vera Ham- 
ilton, Perry Como’s alert right 
hand, assures us that hers is a 
dream of a job. She says: “Mr. 
Como in the office is the very 
same Perry Como of television 
and recording stardom—re- 
laxed, happy, and consider- 
ate.” 

Life around the Como office 

in a building next door to 
Manhattan’s Radio City Music 
Hall—is brisk and _ business- 
like. But Mr. Relaxation seems 
to generate a kind of unhur- 
ried efficiency that gets all the 
work done with time left over 
for friendliness. Vera’s official 
hours are from ten to six. but 
if she steps in at 10:15, no 
sirens blare and no accusing 
spotlights point at her. Nor 
does any six oclock alarm 
send her scuttling homeward 
— if her boss is still in the of- 
fice, Vera will inconspicuously | 
remain in case she’s needed. 

While there is an ample 
amount of work for her—Vera 
also does secretarial honors for 
Perry's manager, Dee Belline 
—that work gets itself done 
within the confines of a seven- 
hour day without fuss or furor. 

Through her hands pass 
over ten thousand letters a 
week, for the tall, willowy, and 
British Vera acts as liaison be- 
tween Perry Como and rough- 
ly two thousand Como fan 
clubs all over the world. As 
the International Headquarters 
of Perry Como Fan Clubs, the 
oflice keeps records of every 
club member and the activities 
of every chapter. 


If fans want to form a club. 
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Vera sends them instructions and 
suggestions, then keeps them fully 
equipped with buttons, photographs, 
and membership cards. If a single 
fan wants to join a club, Vera sends 
him the names of three clubs in his 
vicinity. She also writes and mails 
to all clubs a monthly bulletin about 
Perry's doings and his latest record 
releases. Members are urged to cor- 
respond with Vera about club activi- 
ties and to contribute their time to 


Vera clears her boss’ desk... Checks a press release... working for good causes. 



































“The members and | correspond 


i with each other regularly.” says Vera, 
“and this is a particularly pleasant 
part of my work. They tell me about 
many things—their club activities, 
school work, a current boy friend, or 


possibly a favorite charity project. In 





this way. each member becomes an 
individual with a vivid personality, Bee: 
and hearing from one of them is like 
hearing from an old friend.” 

Though Vera corresponds mostly 4 
with teen-age girls. her pen pals also Sas 
include co-ed groups, married wom- 


en, and just about every type of per- 


“ae 
te 





son who likes a song well sung. : 
Tackles the fan mail... This extroverted devotion of fans 

to a celebrity is something new to s 

Vera Hamilton. who left England be- pvt 

fore that country developed its own 

fan clan. During the seven years that ae 

Vera has been in the United States. baie 


English audiences have demonstrated 


wildly for Danny Kaye, Johnny Ray, 
Frankie Vaughn, and several home- 
grown performers. But when she was 
an English teen-ager, fans were pas- 
sive spectators rather than active par- 
ticipants. 

“I was fairly close to English audi- 
ences,” she says in her clipped tones. 
“I worked for a time, with an illusion- 
ist—you'd call him a magician— 
called the Great Lyle. I was the girl 
who was regularly sawed in half in 
theaters all over England. I can’t tell 
you how the trick was done—it’s a 
professional secret—but I did remain 
intact throughout the performance.” 

Though the working pace on the 
“Other Side” is generally slower than 
our own, Vera declares that she has 
never had a more easy-going boss 
than her present one. 


ney 


“The Great Lyle was apt to be nerv- 
ous,” she explains, “probably because 


he relied so on split-second timing. 
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Vera has time on her hands... 


A window on the entertainment world— 


that's what this secretary has with Perry Como. 





But Mr. Como’s recordings and tele- 
vision program are timed by a stop- 
watch, and yet I’ve never seen him 
show a hint of edginess. And he has 
never raised his voice in the office 
except, of course, in song.” 

Perry’s office, with its handsome 
grand piano and fine tape recording 
equipment, comfortable lounge chatrs 
and soothing decor, is a natural place 
to try out future recordings or songs 
for the Saturday night television 
show. The repertoire director of RCA 
will bring in several recording possi- 
bilities. He and Perry will huddle 
over them, Perry making a tape and 
playing it back before he decides 
whether it’s “for him.” On other mu- 
sical occasions, Mitch Ayres, the or- 
chestra leader, and Ray Charles, of 
the Ray Charles Singers, will meet 
with Perry to rehearse forthcoming 
musical selections. 

Mr. Como rehearses with his cast 
six days a week at script sessions, in 
dance rehearsal halls, and at the tele- 
The 


where his production company oper- 


vision studio. Roncom office— 
ates—is across town from the office 
where Vera spends her working days. 
So this secretary sees her boss only 
two or three times a week—usually 
for an hour or two after rehearsals. 
“The first thing Mr. Como does 
when he arrives,” says Vera, “is to go 
over his mail. He may dictate a few 
personal notes—possibly to thank a 
recent host for his hospitality or to 
commend a fan club for some excep- 
tional public service—and check with 
Vera on phone calls. Then he'll turn 
to his always neat desk and go quietly 
to work with his manager. 
Sometimes this routine is varied 
for a short time. Perry may take a 
golf club from his office closet: and 
practice a few shots on the carpet. 
That fact that the carpet is still smooth 


arid glossy suggests that Perry plays. 


a good fame, 

Vera finds Perry Como an unde- 
manding and appreciative boss. He 
does not believe in supervising his 
employees nine hours of their eight- 
hour day but leaves the office to Vera. 
who manages it easily and capably. 
For her part, Vera says: “I think dis- 
cretion is a very important quality in 
a secretary. 


Since no one watches 


over my (Continued on page 36) 














by Joan Sivinski 


Assistant Editor, Gregg Typewriting Publications 





OMEWHERE IN THE MAZE of London streets 
surrounding Waterloo Station, a dusty box lies con- 
cealed. It is neither large nor prepossessing, yet its 
contents are worth a fortune to many desperate men. 
Inside it are reams of yellowed papers—the records of 
cases handled by Mr. Hawkshaw Heron during his thirty 
years of active detection. For twenty of those thirty 
years, I was privileged to act as biographer and eye- 
witness for the great man. I had even helped him upon 
occasion—with moral support. 


The following narrative is drawn from experience. 


IT WAS A WILD MORNING in November, yet I found my 
friend in a particularly cheerful mood, almost sinisterly 
so. His brilliant gray eyes, set deeply beneath the 
shaggy brows, held a gleam | had grown to recognize. 

“Aha! You have a case, Hawkshaw,” I said. 

“T see deduction can be contagious, Watcher,” he an- 
swered. (My name is actually Lloyd Motcher, but Hawk- 
shaw is slightly deaf and very logical. Perhaps, though, 
Watcher simply sounded better to him.) “Yes,” he con- 
tinued, “you have guessed it. I have indeed a case. 
After a month of boredom the hunt is on again.” 

“Might I share it?” 

“You have heard of Mr. Richard Stafford?” Hawk- 
shaw asked. . 

“You mean Mr. Stafford, of the Stafford Office 
Service,” I answered. 

“Yes, that man has made his name and fortune on the 
fact that he is the businessman’s detective in handling 
correspondence. At first, he had just a small group of 
workers. They would type form sales letters, credit and 
collection letters for business firms that had a fairly 
large listing but did not have the staff to do the work. 
‘The idea proved very successful. Now he has added a 
new service—sending his office workers to any company 
to work for a day, week, or however long it takes to 
finish the overload of work. 
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“Mr. Stafford’s workers are trained to do such exact 


work that he is willing to pay a customer’s bill if there 
is an error of any kind.” 

“That is quite a guarantee,” I replied. “I wonder 
how he does it.” 

“In addition to previous secretarial schooling. all 
workers are given an intensive week’s training course 
before they begin actual work. During that time they 
learn to become company detectives; thus they become 
invaluable to both his firm and the firms for which they 
may work. If there is one thing that is instilled in each 
worker, it is the determination to find all typographical, 
grammatical, and mathematical errors. The worker. 
knowing all errors will be found sooner or later, is 
determined to find them first and thus eliminate 
humiliation. 

“T heard Mr. Stafford as he addressed a new group of 
workers. ‘A man’s brain has certain limitations. While 
undoubtedly larger than a snail's, it has not yet achieved 
the celestial space of an angel’s. That may come—but in 
the hereafter, not now. The man whose wits are even less 
than his brain capacity is led by his wandering fancy. 
He takes in a great deal of unnecessary knowledge, add- 
ing more fuel to the confusion already within. The wise 
man, on the other hand, knows his limitations and 
chooses only those facts useful to him. These facts he 
keeps in order and in existence by not adding a lot of 
useless things that crowd them out. In an emergency of 
any sort, he is prepared to use his brain cells. It is the 
man who thinks all the knowledge of the universe can be 
contained in that small area between his ears who will be 
in trouble.’ ” 

I nodded. Mr. Stafford had touched on a pet theory 
of Hawkshaw’s. No wonder we were taking the case. 


My FRIEND was leaning back in his chair, his steely gray 
eyes shuttered by their drooping lids, his wiry body re- 
laxed, at ease. His thin, sensitive mouth curved in a 
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beatific smile as he confirmed my unspoken thought. 

“Logic.” murmured Hawkshaw (much as a dog might 
say. “Bone” ). “Logie and Organization.” He opened his 
eyes. “Watcher, this Stafford is a man after my own 
flinty heart. You have no doubt noted how well he ex- 
pressed himself on the positive side. Now listen to his 
negative approach.” 

Hawkshaw closed his eyes again and began to quote. 
*-No, proofreading is not easy. The eye has a way of 
passing over the lines of a transcript and seeing what 
the mind wishes were there instead of what the fingers 
actually put there. 

**Proofreading, moreover, is nearly always done in a 
The 


productive time, and a student or a typist feels it neces- 


hurry, time devoted to proofreading is non- 
sary to get to another job. 

‘Yet proofreading is the sole responsibility of the 
typist. If after buying an article in a store you were 
handed some paper and string by the saleswoman to tie 
up the merchandise, you would be surprised indeed, 
hecause you rightly realize that this is part of the sales- 
person’s job when making the transaction.’ ” 

“IT can see why Mr. Stafford is so successful,’ I re- 
marked. “I hope he had some good clues to give the 
sleuthfoots.” 


“Vee 


there are four common types of errors. 


REPLIED HawKsHaw. “As I remember, he stated 


“1. The technical error which can be discovered by 
reading the transcript. Spelling, punctuation, grammar, 
and capitalization are included in this category. 

Errors that occur frequently are the transposition of 
rand t, v and b, 

One of the most difficult errors for the eye to detect is 
the substitution of n for m, e for i, d for s, or vice versa. 

Difficult word substitution errors are from for form, 
’ for it, as for is, in for on. 


2. The technical error which cannot be discovered by 
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just reading the transcript. Detecting such mistakes as 
omitting a line in transcribing without having the mean- 
ing sound illogical requires comparing the finished work 
with the original copy or referring to file or shorthand 
notes. 

This 


money. dates, spelling of names, etc. 


3. Information errors. involves amounts of 


1. Meaning errors. This requires a separate, con- 
centrated reading. It is by far the costliest error in 
business. 

“And that brings us to why Mr. Stafford has contacted 
me. You asked me, my dear Watcher, if Mr. Stafford has 
had a The slate has been 
clean until today. It seems one of his better clients, 


ever dissatisfied customer. 
Briffstone Printing Company, claims the typist bungled 
his current mailing and therefore refuses to pay his bill. 

“Upon talking with his employee, Mr. Stafford learned 
she had done her work as instructed, quickly and efh- 
ciently. In fact she was surprised and upset when she 
learned the company was not pleased with the work. 
She requested that a definite complaint be made, so that 
she might know why she was being blamed and, if 
possible, correct the mistake. However, Mr. Stafford was 
not able to get this information from the Briffstone Com- 
pany, so my services have been enlisted.” 

“Do you plan to see the girl who did the work?” I 
inquired, 

“No. The work involved typing a form letter on an 
auto-typewriter for 5,000 customers. I have asked Mr. 
Stafford to send me the record, with a file copy of the 
letter, plus the original letter received from the Briff- 
After I have checked these 


visit the Briffstone Printing Company 


stone Printing Company. 
items, I shall 
myself.” 

At this moment footsteps were heard, and after the 
usual courtesies, Hawkshaw calmly read the three papers 
sent by Mr. Stafford. He then handed this letter to me: 


(Continued on page 39) 
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— HUMAN VOICE is a wonderful instrument. It 
can charm, alienate, soothe, irritate, build up, or 
chastise. It can convey love or hate, courage or fear, 
power or weakness. And it does all this with the words 
it uses and the tone and expression behind those spoken 
words, 

The importance of the voice—and its wonder—was 
brought home to me forcibly several years ago when a 
special assignment took me “on lease” from my work at 
the Katharine Gibbs School to the offices of a govern- 
ment agency in Washington. There | was to set up a 
training course for secretarial and clerical employees 
one that would teach them skill in the performance of 
telephone and receptionist duties. 

To learn firsthand some of the individual problems of 
the various departments. | decided to visit the depart- 
ment chiefs. And on the very first interview I was greeted 
with “Thank Heavens you are here. For two years I have 
been trying to find a tactful way to tell my secretary that 
her voice is driving me crazy. I have put her as far away 
from me as possible—short of asking that she be moved 
to another department—but her voice penetrates these 
walls like a steel saw rasping through a nail. In other 
respects she is topnotch, but that voice I can’t stand. Do 
something about it, please!” 

Ever since that experience I have been acutely aware 
of the direct relationship between voice “personality” 
and the degree to which a speaker influences his listener. 
Because a secretary reflects the standing of her executive 
and of her organization (and of herself, of course) in 
every “speaking” contact she has with another, the im- 
pression she makes is extremely important. So, when | 
was preparing Part Four of my “Communications Hand- 
book for Secretaries.” I queried executives and secre- 
taries on the subject of the secretary's role in “talking 
for business.” Their response was outspoken! 

All agreed to this: Today’s emphasis upon good public 
relations means that an increasingly large share of a 
secretary's total service to her executive lies in her effec- 
tiveness in conveying ideas orally. How successfully she 
performs depends upon her knowledge of her company. 
upon her ability to think clearly “on her feet,” and upon 
her skill in talking (and listening!) with awareness, 
understanding, and a sincere desire to help people solve 
their problems. 

The three major “talking” circumstances under which 
a secretary commonly functions are these: (1) contacts 
with clients and customers, (2) contacts with co-workers, 
(3) constant association with her executive and in many 
instances his friends, business associates, and members 
of his family. 

In all three categories her manner of speaking will 
be strongly influenced by her knowledge 





knowledge of 
the organization, knowledge of the business, knowledge 
of the background (and the idiosyncracies) of the people 
with whom she comes in contact, knowledge of correct 
word usage, of language mechanics, and of good speech 
techniques. Only with such knowledge will she have the 
self-confidence that will enable her to inspire confidence 
in those with whom she talks. 


16 


Knowing Her Company Well 

To be ready for the responsibility of representing her 
organization to outsiders (perhaps the most important 
“talking” function in the eyes of her executive), the 
secretarial newcomer busies herself with learning as 
much as possible about her company—what it does, 
where it operates. who is who within it. how it stands 
with its competitors, and so forth. How does she learn all 
these things quickly? Says one employer, “She asks in- 
telligent questions—and she listens intelligently. She 
shows a healthy curiosity about what’s going on around 
her.” Comments another, “That's easy. She reads any- 
thing she can get her hands on that will give her com- 
pany ‘background.’ There’s plenty of stuff in the files 
—good reading for odd moments when things are slow 
in the office.” 


Learning About People 

In further preparation for her talking responsibilities. 
the forehanded secretary learns as much as _ possible 
about those with whom she will have contact. What is 
their connection with their companies? the nature of 
their business with her executive? What are their special 
interests? their whims? their peculiarities of personality ? 

One secretary who has earned a reputation for using 
“magic” in her personal handling of people explains her 
success this way: “It’s not magic at all. It’s diligence. 
I’ve learned not to take a chance on my memory. | keep 
a ‘Who's Who’ file of pertinent information about all 
those with whom I’ve had contact and am likely to have 
further contact. The system works. Only once did it get 
me into trouble. and even then it served to make a good 
business friend of the ‘offended’ person. This is what 
happened: 

“The first time that Mr. X called to see my boss, I 
typed his ‘biography’ for my file. Subsequently, when he 
was scheduled for an appointment, I briefed myself from 
his file card. To help me recognize him I had noted on 
the card ‘Large brown mole at left side of nose.’ Confi- 
dent that I would recognize him by that distinguishing 
mark, I became absorbed in other matters and was mo- 
mentarily startled when he appeared. Recovering (1 
thought), I greeted him cordially with ‘Good afternoon. 
Mr. Mole. We have been looking forward to seeing you 
again.’ That startled him. I must say. but fortunately he 
has a fine sense of humor. We had a good laugh together 
at my expense.” 


Developing A “Speaking” Personality 

Knowledge of her organization and of those with whom 
she is to have “talking” contacts leaves the secretary 
only two-thirds prepared. If she has no confidence in 
her ability to express herself, her storehouse of facts 
will not take her far. 

An attractive Girl Friday told me frankly: “I sincerely 
wish that I had the ability to choose the right word 
quickly. I can certainly do my share of unimportant 
talking, but when I am called upon to explain to some 
important person just exactly what a situation is, a 


mental block (let’s face it— it’s (Continued on page 37) 
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Select the Best Telegraph Service 


BY 


@ The holiday season often calls for heavy 
use of telegrams and cables. It’s the smart 
secretary who realizes she can save her 
employer dollars and headaches by select- 
ing the right service and understanding 
the charges. 

It is not enough to know that on a 
straight domestic telegram you are al- 
lowed 15 words for the minimum rate, 
and on a day or night letter, 50 words be- 
fore the cost goes up. Word count is im- 
portant but clarity is more so—and this is 
your responsibility. A few cents saved in 
paring words may result in many dollars 
lost through misunderstanding. 

Western Union will send messages in 
English, French, German, Italian, Dutch, 
Portuguese, Spanish, and Latin. Each dic- 
tionary word, regardless of length, is 
counted as one. You may include Arabic 
numbers, punctuation marks, and certain 
characters such as: $, #. & %, /,’, and” 
(indicating feet or inches and minutes or 
seconds). However, you must write as 
words: ¢, @. and °. 

Don’t think that you can save wordage 
by writing two dictionary words as one. 
It doesn’t work. Trade names are also 
counted by the number of words in- 
corporated. Interestingly enough, abbre- 
viations are counted as one for each five 
unspaced letters. Thus, NYC or N.Y.C. 
count as one word (periods are consid- 
ered punctuation and are not chargeable), 
but N. Y. C. counts as three words. Such 
familiar abbreviations as COD and FOB 
come under the same regulations. 

While the address and signature on a 
telegram are free, as are all necessary 
punctuation marks and paragraphing, per- 
sonal names in the body of the wire are 
counted by spaced units. Dwight D. Eisen- 
hower counts as three words, but D.D. 
Eisenhower is only two. (Watch that 
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space between the two D's, or you'll run 
it right back up to three words again!) 

Firms that are heavy wire-senders fre- 
quently use code words, trade names, or 
mutilated dictionary words to cut costs. 
Every five letters or fraction of five con- 
stitutes one word and is charged as such. 
Code systems are classified as public or 
private. The latter are devised by private 
business firms who supply copies of the 
code for their addresses. Public code sys- 
tems are available from certain publish- 
ers. 

Now that you know how to count words 
and understand the economic reason for 
not spacing between abbreviations and 
initials, you're ready to type your wire. 
Western Union prefers capitals through- 
out, with the name and address single 
spaced in block form, the message dou- 
ble spaced. Always include your city and 
the date in the upper right-hand corner. 
On the regular Western Union form you 
will notice several spaces to be filled in. 
Check how you want the wire sent—other- 
wise it will go full rate. Fill in whether 
it’s being paid for or sent collect, and in- 
clude the name of your firm when the 
message is to be charged. 

Be sure to list all information that will 
enable Western Union to locate the ad- 
dressee quickly—firm name, room num- 
ber, east or west street designations, ete. 
In sending wires to a traveler en route, 
be sure to include cities of departure and 
destination, car or seat number, name of 
train or plane, and time of arrival to 
speed delivery. 

In addition to the full-rate wire—a 
minimum of 15 words, sent fastest, most 
expensive—there are day letters and night 
letters, each with a minimum of 50 words. 
The day letter (DL) is delivered the same 
day after full rate and serial telegrams 


ROLLASON 


and may be used at any time of day or 
night. The night letter (NL) is an over- 
night service which can be filed up to 2 
a.m. for delivery the next morning. 

Of pariicular interest in business of- 
fices is the serial (SER), which gives the 
sender a special rate on a series of wires 
sent the same day to the same addressee. 
Each message must contain a minimum 
of 15 words, and a charge is made for a 
minimum aggregate of 50 words a day. 
If only one installment is sent in one day, 
it is charged as a full-rate wire. 

There are a number of ways of filing 
a telegram: a) over the counter of a tele- 
graph office: b) picked up by Western 
Union messenger, who is summoned by 
telephone or via a special call box the 
company installs in offices; c) on a tele- 
printer, a typewriter that transmits the 
message to the central telegraph office 
and reproduces a paper tape copy for your 
files: d) on a Deskfax, a small machine 
that uses special forms which you place 
on the cylinder and send by pressing a 
button: e) by direct telephone connection 
with a Western Union operator. 

Ask your local telegraph office for 
printed copies of its rates to all other 
locations in the United States. The list 
will give you only the full rate after each 
destination, but you can compute the 
other toll charges from the table called 
“Relationship of Rates.” Many companies 
have regular monthly charge accounts 
with Western Union—if yours does, be 
sure to file a copy of every wire for check- 
ing when the bill arrives. 

In sending overseas wires (INTL), you 
may use an international night letter 
(NLT) or deferred-message service (LC), 
as well as the full-rate message. Be sure to 
indicate the class of service desired on 


every message (Continued on page 45) 
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TWAS SNOWING. The white flakes 


fell softly on the crowded street 


and the gaily decorated store windows. 
\ group of secretaries had met for 
lunch. Their conversation centered 
around the coming holidays and that 
inevitable affair—the office Christmas 
party. 

‘Deck the halls with boughs of 
holly and determine to be jolly,” trilled 
one. 

“You sound as though you don’t 
have much Christmas spirit.” Pat re- 
marked. 

“Oh. but I do.” Mary assured her. 
“Maybe I have too much spirit to en- 
joy our pathetic little office party.” 

“What do you mean?” the others 
chorused, 

“Well” Mary explained, “our party 
is a dismal affair. I'd just as soon skip 
it. We all go over to a big hotel for a 
formal luncheon and stilted conversa- 
tion. Last year I sat next to one of the 
engineers, and what I know about 
engineering wouldn't fill the eye of a 
needle. After luncheon the chairman 
of the board made a stiff little speech. 
We listened politely and clapped when 
he was through. And that was our 
party. It just fell apart.” 

The chatter that followed proved 
that the g 


- 


vided on the merits of the annual 


roup was about evenly di- 


party. Some looked forward to the 
occasion with anticipation: the rest 
shared Mary's dim view. All agreed. 
however, that having a celebration for 
people who have worked together all 
year is a fine idea. Trouble arose in 
carrying out the idea to everyone's 


satisfaction. 


What's Wrong with Christmas Parties? 


Main complaints about office parties 
voiced by this group, and confirmed 
by other secretaries, fall into two cate- 
gories: Parties are either too formal 
and dull, or they are too informal and 
gay, the kind where some people let 
their hair and their inhibitions down. 

One secretary pointed out that the 
office party differs in several ways 
from your own entertaining. “You 
can't select the guests so that they'll be 
congenial, as you do when you give a 
party at home. Working for the same 
company is the one thing the people 
at an office party have in common. 


(Continued on page 46) 
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ME RRY 
CHRISTMAS 


— 
Jaan 


. Gift Ideas for a number of peo- 
ple on vour Christmas list. 
A. Pretty—and_ practical—slippers 
ot Cone H ashe ord ( orduroy. Paisle y 
nt. soft soles. By Gustave at a 
price $4.95. 
B. Charming greenery—for windouw- 


tiny 
} 


sill. table or desk. No “care-for” 


problems either—this is a “Gay De- 


ceiver’ with so-real wax flowers. 
$12.50, ppd. from Constance Spry. 
Dept. TS. 507 Madison Avenue. 
Vew York 22. N.Y. 
C. Norelco’s Golden Debutante elec- 
tric shaver—for satin-smooth legs 
underarms. { feminine accessory 
that belongs under any girl's tree. 
x] } 95. 
D. Maximilian. the greatest cat. and 
his petite friend, Maxie the mouse. 
join forces for decorative purposes 
and just plain fun. Both are in hand- 
rubbed natural wood from Denmark 
Vaximilian measures 9 inches. 


Maxie a stalwart 3 inches. $6.95. 
ppd. from The Edwin House, Dept. 
TS, 145 West 4th St., N. Y., N. Y. 
E. For budding beauties, Lenthéric’s 
Tweedie arrives in her own little 
house. Inside—Liquid Bubble Bath 
and Dusting Powder. $2.25, plus tax. 
F. Christmas Jewels for all-year 
round. A jeweled pendant (choose 
aquamarine, garnet, amethyst or 
topaz) on a 14-kt. gold chain. $10, 
ncluding tax and postage. Below. a 
l4-kt. gold bangle bracelet ($11) 

th a gold and enameled Christmas 
tree charm ($15), All from Marchal, 
Incorporated. Dept. TS, 745 Fifth 
lrenue, New York 22, N.Y. 
G. A last-forever gift, symbolizing 
love and devotion—a gold diamond- 


studded cross. Prices start at $35 for 
across with a single diamond, range 
upward as you get fancier. Consult 


your local jeweler—he can fit price 
to pocketbook. 





* 













, 5)))) Dy 
DUET T) {i 
y 

















TODAY'S SECRETARY 








For the girl who’s going 

South on vacation, for the girl 

who wants to look pretty at 

holiday gatherings — R & K’s packable 
basic in a Jinen/cotton/rayon bouclé- 
textured fabric. Belted and trimmed in 
grosgrain. Pale blue, sea green, beige. 
Sizes 9-17, 10-18. Just $25. 

Shoes by Capezio. 











PLAY 
SANTA 
10 
YOURSELF 








A. Jewels fit for a princess—Coro combines the rich blue-green of peacock 
with pearls and gold for dramatic effect. The necklace is a ribbon of pearls 
with peacock teardrops etched in gold. Matching bracelet and the newly- 
important drop earrings add the final touches. Bracelet about $7.50; neck- 
lace, about $8: earrings about $4. All plus tax. B. Prints hit the ski slopes 
too—and a pretty picture they make against all that snow. Example: White 
Stag’s nylon parka in a colorful Canadian Ice Crystal print. Hidden zipper 
pockets, drawstring hood, elastic shirred cuffs. Completely washable. In 
blue or gold print, both reversing to white. About $25.95. C. Bangles and 
hoops to add a touch of gold to many a costume. They range from wide to 
widest, from polished gleams to brushed surfaces. Pile them on—mix and 
match as you please. For added interest: a gold and pearl necklace for those 
bateau necklines: brushed golden hoops to dangle from your ear lobes. All 
by Coro—at $2 and $3 each. D. The Empire line—interpreted for the more 
mature figure. Stitched tucking flows all the way from under the high bodice 
to the hemline. This could well be “the” dress for a woman’s holiday season. 
In black, navy, royal or green Master Sheer. Custom sizes 12'/2-22'%. About 
$40. A Young Viewpoint Fashion. E. Perfect topping for the holidays—and 
thereafter—a moire jacket featuring the Empire look. Cut short and curved 
to show off a pretty waistline. Added assets: the away-from-the-throat neck- 
line, the pretty bow. About $9. By Glentex. F. Just about every girl wants 


| 
. 
/ 


mink in one form or another, but how many working girls can afford it? 
Collins and Aikman gave thought to the problem, came up with a mink-like 
synthetic, Wink. (It’s almost impossible to tell the difference.) Pictured 
here: a casually elegant walking coat to go over everything in your wardrobe. 


r : 
. . +s . 1) 
Buttoned collar, push-up sleeves. Available in Silver Haze, Amber Glow i a. ae me | 
(a pastel), and the new Ranchero Brown. Coat designed by Handelsman & —e x iS 
Raiffe. The price—an unbelievable $85. Where to buy—page 47. B Cc 
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HE CAREER WOMAN of today is really a split per- 
sonality, a nice sort of Jekyll and Hyde. 

From nine to five, she is an efficient part of the busi- 
ness world; but when that office door closes behind her, 
she becomes the glamorous and exciting center of some- 
one’s existence. She leads a double life; and to keep 
these lives from overlapping, she chooses carefully the 
clothes and cosmetics suitable to each. 

At all times, of course, the smart woman appreciates 
the importance of subtle understatement, of refinement 
in the selection of her wardrobe, her cosmetics, and es- 
pecially her perfume. Psychologically, nothing makes a 
woman more confident of her beauty than the aura of a 
lovely fragrance, one that lifts like the essence of cham- 
pagne and delights the senses of those about her. 

To achieve that certain indefinable something, taste, 
requires knowledge and discrimination. What is per- 
fume? What perfume to use and how to use it? These 
are some of the questions confronting the modern woman 
as she selects her cosmetics. 

Perfume is actually an “extract,” a blend of essential 
oils, with just enough alcohol to act as a carrier for a 
beautiful balanced bouquet. Without such a carrier, per- 
fume would smell almost harsh, since the odor would be 
too strong for the average nose. The amount of alcohol 
added to the original blend of oils determines the 
strength of the liquid scent. Perfume, having the lowest 
alcoholic content, is the strongest. Next in strength is 
toilet water, then cologne. 

Each of these products has its own special use, and 
each has an important role in your wardrobe. 


Cologne: The name was originally applied to the citrus 
type of fragrant “water” created in the city of Cologne, 
Germany. Cologne can be used lavishly as follows: 

1. Splash or “slather” it on the body after the bath, 
or place a few drops in the bath water itself. 

2. Use it on your hair as a quick wave set. Between 
shampoos, a piece of cotton dampened with cologne or 
toilet water will clean surface grease from your hair, 
leaving it with a pleasing fragrance. 

3. On close, humid days, apply it to wrists and temples 
for a refreshing “lift.” Smooth it on the palms of your 
hands and between your fingers to eliminate perspiration. 

4. After a long shopping session, cologne will make 
your feet blissfully comfortable. 


Toilet Water: Although stronger than cologne, toilet 
water is still light enough to be used generously in this 
fashion: 

1. Smooth or pat over body after bath. 

2. With an atomizer or aerosol bottle, spray the body 
after donning your lingerie. A lovely scent will envelop 
you through the hours. 

3. Apply to the crooks of your arms, wrists, temples 
for a refreshing effect. 

!. Put a few drops in the final rinse water when wash- 
i our lingerie and gloves. 

‘ay lightly on the band of your hat and the lining 
of you 
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Perfume: Cologne and toilet water serve as the founda- 
tion of your fragrance. Perfume is the indispensable 
accent. Here are a few do’s and don’ts to help you get 
the most enjoyment from your perfume. 


Do’s 

1. Remember that your own nose is the best guide. If 
you like a scent, it is right for you. 

2. For daytime office wear, one of the crisp. fresh. deli- 
cate scents is best. You have a variety of scents to choose 
from among the spicy, woodsy, modern, or floral blends. 
The sultry, heavy oriental blends are best reserved for 
after-five occasions. 

3. Test no more than three perfumes at a time or your 
olfactory sense will be confused. Put a drop on the inside 
of your wrist and allow it to dry before testing. Then try 
another drop on your other wrist, far from the first sam- 
ple to avoid confusion. Between sniffing each scent. blow 
out through your nostrils to clear your olfactory nerves. 
If you can’t decide between them, try each in a small 
purse-size container. Live with them. 

4. To get the most enjoyment from your perfume. be 
sure to use it expertly, neither too much nor too little. 
Put a few drops at all the pulse spots of your body. 
where heat will keep the perfume “alive’—on the inside 
of your wrists, in the crook of your arms and knees, 
along your throat, and at the temples above your ears. 
Saturate a piece of cotton and pin it to your shoulder 
straps so the scent will rise. Just before leaving the 
house, spray your perfume all about you, so that a fine 
mist surrounds you. 

5. During the day, when the pressure gets you down 
and you feel wilted, take a “fragrance break” with a 
stick cologne or an aerosol bottle. 

6. Keep your perfume on the dressing table or bath- 
room shelf to remind you to wear it every day. Never 
leave it where heat or extreme light can affect the pre- 
cious blend of oils. 

7. Never force the stopper of your perfume bottle. It 
might break. Tap it gently against glass (preferably an- 
other glass stopper), first one way, then the other. If it 
still won’t open, run the top under warm water. 

8. Once the bottle is opened, don’t waste your per- 
fume by letting it evaporate into the thin air. Wear it. 
Enjoy it. 


Don‘ts 

1. Don’t be a copy cat. The chemistry of each per- 
son’s skin changes the scent slightly, so that what may 
be wonderful for someone else may not be the right per- 
fume for you. For example, those with dry skins will 
find a sachet lotion is best for them. It lasts longer and 
softens the skin. 

2. Don’t put perfume directly on a fabric since it may 
cause staining. When spraying your closet, direct the 
perfume downward. 

3. Don’t pour perfume directly on fur. It’s much bet- 
ter to spray it from a distance of two feet, so that a light 
mist settles on it, or to spray the lining. Never put per- 
fume on white or light furs. 
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scent of savoir-faire 


1. Don’t sniff perfume directly from a bottle. The first 
thing that greets your nose is the fumes of the alcohol. 

5. Don’t save your perfume for special occasions be- 
cause the scent will be altered through the evaporation 
of alcohol. Make every day a “special occasion” since 
the perfume you wear is an important part of the impres- 
sion you create. 

Perfume answers every woman’s desire to be feminine 
and lovely. It can answer another need as well. Christ- 


mas is only a few weeks away. You can save yourself 





precious time and energy during this holiday season and 
make your gift shopping a joy. In one store, at one 
counter—the perfume counter—you can find a wide va- 
riety of presents in graceful holders that fit your budget. 
In addition, you won't have to worry about color, size, 
Ol style. 

One fact alone should prove that perfume is a wel- 
come gift. Cosmetic buyers of leading department stores 
report that the smallest percentage of after-Christmas 


exchanges occurs at perfume counters. 





Buying perfume—for yourselves or others—is using 


cood psychology ° 
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BY FLORENCE ELAINE ULRICH, Director, Gregg Awards Department 





IT’S HERE ...THE 





Forty-Sixth International 
OGA CONTEST 


Contest Copy 


Also copy for December CGA Membership Test 


(See instructions on opposite page 
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(Turn to page 45 for Junior OGA Test 


THot SANDS OF SHORTHAND writ- 

ers are now caught up in the excite- 
ment surrounding the ever-growing an- 
nual OGA Contest. These 


realize that concentrated practice for good 


Greggites 
notes pays dividends. An excellent ex- 
ample is Charles Swem, former managing 
After per- 
sistent practicing, he broke all accuracy 


editor of the Gregg Writer. 
records with an astonishing shorthand 
performance in the NSRA Speed Contest 
of 1923. Out of a total of 


dictated in that contest at speeds ranging 


3.586 words 


from 200 to 280 words a minute, he made 
only 29 errors in transcribing. 

Not many of you will be able to equal 
Charles Swem’s record, but you can use 
this contest to develop your writing style 
to a high degree of excellence in forma- 
tion of shorthand characters and in flu- 
ency of execution. The shorthand forms 
must be written smoothly and fluently, or 
they will not be satisfactory. Practice 
writing the outlines until you can make 
them accurately at will. 

Your goal this year is to match your 
skill with 20,000 to 30,000 Greggites all 
And these 


not easily daunted. 


over the world. Greggites are 
A triumphant letter 


that once ac- (Continued on page 45) 
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RULES AND PRIZES FOR THE 46th OGA CONTEST 


PRIZES ARE AWARDED on shorthand style 
nly. Notes must be wriiten fluently and ac- 
curately. Do not draw the outlines. Write them 
t a normal speed. Pay close attention to form 
if curves, size of circles, length of strokes, and 
slant—and write firm, smooth notes. 

Prizes are given for both team and individual 
effort. Ten or more entries from a school or office 
constitute a “team.” Fewer than ten entries are 
eligible for individual prizes only. 

School teams will be entered in their respective 
school divisions: Public High School, Parochial 
School, Collegiate (Colleges and Private Schools), 

nd International (schools from countries other 

in the United States and its possessions). 
Teams from offices will be entered in the Pro- 
fessional Secretary Division. 


Prizes 


The Grand School Prize. A beautiful loving 
ip will be awarded to the team making the 

hest score in the OGA Contest, and a $100 
U.S. Savings Bond will be awarded to the teacher 


ir teachers of the winning team. If more than 


ne teacher is represented in a team, the prize 
will be divided equally. School cups are perma- 
ent iwards 

Every team entered in the Contest. both from 
schools and offices, will be considered for the 
Grand Prize: but the team that wins 


t is auto 
itically taken out of competition for the First 
Prize Trophy in its respective division 
i) sional Schoo {wards 
First-Prize Trophy Cup will be 
warded to the winning team and a $25 U.S. 
ngs Bond to the teacher or teachers 
Second Place A handsome Wall Plaque, sult- 
ily engraved, will be awarded to the winning 
m. A personal prize. a gold-plated charm 
celet with OGA emblem in blue’ French 
imel or an Esterbrook Fountain Pen Desk Set, 


will be awarded to the teacher or teachers 
Third Place. Third-Prize’ Wall Plaque will be 
warded to the winning team, and a gold-plated 
rm bracelet with OGA emblem in blue French 
el or an Esterbrook Fountain Pen Desk Set 
the teacher 
Vext Five Places. A handsome Prize-Schooel 
Banner will be awarded to the teams winning the 
gold 
ted charm bracelet with OGA emblem in blue 


next five places, and a personal prize of a 
French enamel or the Esterbrook Fountain Pen 
Desk Set will be given to the teacher. Identical 
prizes will be awarded the winning teams in the 


Professional Secretary Division 


Vext Fifty Places (all divisions): Honorable 
Mention Banner will be awarded to the teams 
taking the next 50 places in the Contest. The 
teacher's personal prize will be a gold and enamel 
OGA pin. 

Honorable Ment 
to teams with a score of 50 or better, as follows: 
Gold Seal, rating of 70 or better; Red Seal, rat- 
ng of 60 or better; Blue Seal, rating of 50 or 
better. A gold OGA Pin will be awarded to the 

icher or teachers. The OGA Honorable Men- 

on Certificate, 


on Certificates will be awarded 


beautifully engrossed with the 
name of the teacher and school, may be had 
mounted attractively on a mahogany plywood 
rold 


{ 
r 


plaque, 10 by 12% inches, laminated with 
bevel and gold stripe around the Certificate and 
icked with an easel, for $5, postpaid. These 
plaques are beautiful and permanent. 
If your school team wins the OGA Honorable 
Mention Certificate and you desire to have it 
sunted on a plaque, return that announcement 
ill be mailed to you after the Contest entry 
heen rated. together with $5. If we do not 
r from you by the time the Certificate is 
dy for mailing, we shall send it without 


“ 
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mounting. If only one plaque is ordered in a 
school where two or more teachers combined 
their work in the winning team, please give us 
the name of the teacher who is applying for the 
plaque, since only one name will appear on the 
Certificate. 


Individual Prizes 


The Individual Grand: Prize loving cup will be 
awarded to the writer of the best specimen re- 
ceived in the Contest. Winning this event auto- 
matically removes the winner from competition 
for first place in his respective division. 

All shorthand writers. except winners of first 
place in any previous OGA Contest, are eligible 
to compete 

Individual specimens will be classified accord- 
ing to the status of the writer as follows: (1) 
Teacher. (2) Student, (3) Professional Secretary 
(including Shorthand Reporters). Identical prizes 
will be awarded in each of the Individual Divi- 
sions 

First Place. Loving Cup (a permanent award). 

Second Place. Plaque suitably engraved. 

Third Place. Plaque suitably engraved. 

Vext Ten Places. A gold-plated charm bracelet 
with OGA emblem in blue French enamel or 
the Miniature De Luxe Shorthand Dictionary 

{/1 specimens rating Honorable Mention will 
receive the gold OGA Pin 

Duplicate awards will be made in the event 
of ties. 


Rating of Specimens 


Votes are rated on fluency of writing: correct 
formation of curves, blends, and other characters: 
proportion in the length of strokes and sizes of 


circles; and on facility of joinings 

Teams are rated on 

1. Percentage of papers submitted from short- 
hand students in class or classes of schools or 
offices eligible to compete. 

2. Percentage of specimens qualifying 


Membership . 


3. Percentage of specimens awarded Honorable 


Mention 


for OCGA 


4. One point additional credit will be given 
for each Honorable Mention, and one-half point 
of additional credit will be given for each Junior 
student who qualifies for OGA Membership. 


Contest Committee: Anne G. Kovaes, Charles 
E. Zoubek, Charles Rader. Howard Newhouse. 
Henry Boer, and Florence E. Ulrich, Contest 


chairman. 


Read the instructions caret ly betare prepar- 


ing individual and team papers 





ATTENTION TEACHERS 

To avoid delay in delivery of your 
awards tests, please see that sufficient 
postage is put on the package at the 
time of mailing. Postage on tests must 
be paid for at first-class postage rates. 

Do not use prepaid envelopes. The 
Awards Department does not pay post- 
age on tests and is unable to accept 
mail upon which postage is due. To 
avoid delay and disappointment, there- 
fore, please see that sufficient postage 
is paid at the time tests are mailed. 











General Instructions 


1. The Contest copy on page 00 must be used 
by all contestants. 


2. Any good penmanship paper, preferably 
ruled, may be used. 


3. Pen (preferably) or pencil may be used, 
except in the Teachers Division. Either pen-writ 
ten notes or a photograph of blackboard notes 
must be submitted in the Teachers Contest Divi 


sion. 


1. Write your name and address at the top of 
the Contest paper. If you are a teacher or a stu 
dent, give the name and address of your s hool 
and state whether or not you hold an OGA 
Membership Certificate or other Contest award. 

If you are a fre porter, stenographer, or secre- 
tary, give the name of your firm and mark your 
Contest copy “Professional Secretary Division 


5. Only one paper may be entered by any one 
contestant. The Contest copy may be practiced 
first for the development of contestant’s best 
style. 


6. Mail Contest entry to OGA Contest Com- 
mittee, TODAY'S SECRETARY, 330 West 42 
Street. New York 36. N.Y. Postage must be 


paid at first-class rate. 


7. An OGA Contest Blank, properly filled out, 
must accompany School Contest Clubs. Teachers 
may obtain this blank by sending their request to 
the OGA Contest Committee, 
stamped. self-addressed envelope. (Teachers who 


together with a 


are subscribing to this magazine will receive an 
OGA Contest Entry Blank in January.) The 
Entry Blank is required with School Clubs only 


8. There is no fee for the Contest. 


9. If the Contest entry, however, is to be con 
sidered for the OGA Membership Certihcate or 
Pin also, the paper should be addressed to the 
Membership Examiner, TODAY’S SECRETARY, 
330 West 42 Street, New York 36, N.Y. The 
usual fees for Membership application will be 
required: 15 cents for Membership Certifieate 
90 cents for Superior Merit Certificate or OGA 
Pin. Superior Merit Certificates are issued only 
on qualifying pen-written specimens. The Supe 
rior Merit Certificate may be mounted on a 
plaque for a charge of $5.50. 


10. The Contest closes March 1, 1959: entries 
should reach us on or before that date. (Con 
testants outside the United States have until 
March 15.) Results will be announced in_ the 
June issue of TODAY'S SECRETARY Vo re 
port on the Contest, other than the published 
report in the June issue, can be made. Certificate 
reports on Membership applications and the 


prizes u ll be mailed as soon as they are prepare d 


1l. Only one team may be entered from a 
school or office, but the work of the students of 
more than one teacher and the stenographers of 
more than one department head may combine 
their work into one team representing the school 
or office. If fewer than ten are eligible, contest- 
ants may enter for individual awards. All schools 
are automatically entered in the Student Division 
also; all office teams, for individual Stenographer 
awards as well as for the office cup 


12. In order for us to rate s« hool teams prop 
erly, teachers must state specifically which 
ire from Seniors. A Junior student shall be one 
in the first year of a two-year (or longer) course 
or one who shall have had not more than five 
months’ instruction in a private school or in an 
intensive one-year course in high school or col- 
lege. 

“Review” students or postgraduates must be 
entered as Seniors. 
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[Current Date] 


To: The Staff; From: Robert M. Morris; Subject: 
Telephone Etiquette 

Every time you answer the telephone in your 
office, you have a chance to do a public-relations job 
for our company. As far as the person on the other 
end is concerned, you are the company. Your voice 
is the company’s voice; your attitude is the com- 
pany’s attitude. It is often the first contact (and 
sometimes the only contact) that individuals have 
with us. If you are courteous, considerate, and in- 
terested, the caller will be, too. 

During the past few weeks I have received a num- 
ber of complaints about our telephone service. Since 
the number is now increasing, I am taking this time 
to pass on a few helpful hints on telephone etiquette. 

Read the attached list and then rate yourself. If 
your telephone manner is perfect—congratulations. 
If it isn’t, why not try to improve? Of course it will 
mean a great deal to us, but it will mean even more 
to you. R. M. M. 


Words 


10 
14 


nN 
eo 


SK 


~1 
ur 


186 
190 








aat Cecelteuct 
On telephone etiquets 
on Selephene_ otiqeess er a 











1. Grab that phone. Nobody likes to be kept waiting-- 


are 
especially on the telephone. 7 : your phone 
yomptly. = — 


2 Be easy to fine. Pon't keep your where abouts a se- 
cret en yOu leave your office for any length of 
time, p 

3. Hear yourself as others #e. : Ever stop to 


‘ wonder how you'd sound if ty call yourself* 
‘ phar’ te 

&. Find out who. If you answefm phone and the caller 
doesn't eon himself,,find out tactfully who 


( he is. Don't,of course ‘= are you?" 


Tell the world cae who you are. J 
save time and sound businesSlike, too, tell you 
caller who you are, emt right away. 


a@& 
§, Don't kick yous cajler around. Nothing is more as@ 
z than the aiLephone run round == 
7. Whahpe that crack?, Don't skem.the receiver dewn so 
that yo ll ret sha k in his ear. 
peo that your caller/gets a sharp crack in his ear. fang 
Rime We xt time, 


Poe d es rs + a SP] ; 
Wrong number? “Ar a rec vd 3 me 
number, give the other a break. Drader nn 


Slamming down the receiver with a curt, "Wrong 
number!" 









2 












4 Don't trust seme memory. rite it jownS Lf there 
a message If a 


Mes ig 
5 zy ace must be made, be 
sure to get the caller's name and numb er. 


Lb, It's all in the way you - There is always the 
chance that the person you are ¢cglling may be 
CSE" busy. To savehein me identify yourself 


Cight_amey and state ‘your business. 








OAT 
JUNIOR 


This memo is to be typed on 
plain paper or memo paper 
you prefer—in any style you wish. 
The word count will enable you to 
check your production time : 
however, this is not a speed test. 


whichever 


Strive for: (1) good placement, 

(2) neatness (type clean and clear), 
(3) accuracy—no strikeovers or typo- 
graphic errors, (4) uniform indentation. 
Be sure to spell and punctuate correctly 
and leave a blank line between 
paragraphs, even in single-spaced copy. 








TO GET YOUR AWARD 


Mail your work to the Gregg Awards 
Department (16th Floor, 330 West 
412 Street, New York 36, New York), 
accompanied by the correct fee: 15 
cents for each certificate; 50 cents for 
each OGA, OAT, or 50-word CT pin; 
75 cents for each higher-speed CT 
award. * Test applications received 
without fees are held thirty days only. 
* Be sure your name and address ap- 
pear on your paper. * Any group of 
papers submitted should be accompa- 
nied by a typed list of names, desig- 
nating the award desired by each 
eandidate. * Each Competent Typist 
Test must be certified by the timer. 
The certification should read as fol- 
lows: “I hereby certify that I timed 
this test for exactly ten minutes and 
that it was written in accordance with 
the rules.” * December copy is good 
as membership tests for OAT, CT 
(page 32). and OGA awards until 
January 25, 1959. 











OAT 
SENIOR 


Senior candidates must 
submit a neatly typed copy of 
the set of rules on 

telephone etiquette that 
appears alongside. 


The test may be retyped 

as many times as you think necessary, 
the best specimen to be 

submitted for an award. 








FLAS if READING 


Just Uhink... 





BY MARGARET OTTLEY 
IT COMES AS QUITEASHOCK | 
, a am ill o/ Z 


Pe, ae 














can you read shorthand? You can probably speed through this article, which is based on Chapters One through Eight of the Manual. 
This material is counted in groups of twenty “standard” words each, so that you can estimate your reading speed. 
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COMPETENT TYPIST TEST 

1 ute speed, the number indicated at the end of the last line you copied completely and add 1 jor each additional 5 strokes typed. To get gross 
i, divide total by number of minutes; or, to get net speed, subtract 10 for each error before dividing by number of minutes. More than five errors 

disqualifies a Competent Typist Test for an award. 
(This copy should be double spaced.) Words Words 
What you are, you really have. No 7 agent or another official will. If he can- 331 
man can take this away from you. When 15 not find it in a magazine or in a book, it 340 
money and social position are lost in 22 will come to him over the radio or 347 
financial mishaps, the best of your 30 television. 349 
wealth is still yours. This is yourtrain- 38 The education offered in the schools 357 
ing, experience, manners, and accom- 45 and universities has the value of con- 364 
plishments that in the past brought you 53 tinual practice. Your real education is 372 
the other material values. In so far as _ 61 something you have to get for yourself, 380 
you use wealth to improve yourself, you 69 and much of it must be in the years that 389 
always remain rich. Those who spend it 77 follow the time of graduation. For a 39% 
on anything else may become poor in 84 man of forty to go back to school may 404 
spirit and knowledge and confidence. 92 appear ridiculous, but there is some 411 
Our modern age makes most of the 99 schooling that can only begin at forty. 419 
working wisdom of the world available 106 The largest room in the world is the 427 
to all. A wise person can make a pro- 114 room for improvement. There isnotone 435 
gram for himself from the offerings 121 of us, when he looks over that property 443 
given by acity—walking ina largecity 129 which he calls himself, who cannot dis- 450 
and really using its schools, parks, li- 137 cover a lot that ought to be done with 458 
braries, free concerts, and other instruc- 145 it. The next step, todo something about 467 
tive facilities. Even more sparsely set- 153 the weaknesses, is a harder one to un- 474 
tled country towns often give the equal 161 dertake. 476 
of a college course at no charge to one 169 Let us not take our intellectual wis- 483 
who will make use of the farm bureau, 176 dom too seriously and become aboreto 491 
the university extension service, the 184 our friends and those we meet. Knowl- 498 
work of clubs and groups, and who will 192 edge should bring joy and wit into con- 506 
add to them books and music. But 198 versation. It should help us be interest- 514 
whether in the city or country, one 206 ing. Friends will gather into a little 522 
needs to be driven to broaden his knowl- 213 house before the fire if something lively 531 
edge, and the best drive is self-improve- 222 and pleasant is always happening in 538 
ment. 223 the conversation. They willlendahand 546 
When Ezra Cornell founded his uni- 229 at a meal or take the chairs from the 554 
versity, he said he was going to have a__237 attic to the cellar. No chore or task is __ 562 
school where one might go to learn 244 too hard or lowly, for the profits 569 
anything. That was his picture of a_ 252 gained from the conversation cannot be 577 
school, a place of general knowledge. 259 measured. 579 
Today the whole land is that kind of 267 Some of my happiest evenings have 586 
university. In it any person may learn 275 been spent in the home of a professor, 5% 
anything. He has only to decide what 283 who, with a fund of good humor, gath- 601 
he wants to know and then look around. 291 ers his students and friends together 608 
If he cannot find it in the library, he 299 at his country farm to help him repaint 616 
will very likely find it in the museum or _ 307 the barn or level the path. Then later 624 
at the county fair. If the public school 315 we sit together in friendly conversation 632 
teacher does not know, the farm bureau 323 before the fire in the living room. 639 
(Repeat from the beginning to complete a ten-minute test.) 
32 TODAY'S SECRETARY 





TRANSCRIBING 


SPEED 


PRACTICE 





The material below is the same as the C.T. Test across the page, and it is provided so 


that you can test and compare your speeds of typing from print and 


from shorthand. Compute your rate on this word-counted material in the same way you do when typing the C.T. 





c , ee 4? — a - A —v — 8 


eM AF AM tia wet 
ae Y Gy — yr — A~o7 24 
yf rd CO wert ) Bx 34 





% a ee og nig a 44 

ae ial Z Cie e 55 
a 

-f— ra ‘ Go 65 
— ot 


“Z > i 3 —ry Y 99 
4 Y Ym OT a 108 
G G v7] <r —_ Fe zil? 
but” 2 PP et tn i 


a Sa Zo za ii 
AW watt en be sath Mh 
i ef yt oF F rc 160 
Pa 5 te i nay 167 


ie: Ae 28 
thats ar ih he, 4 e 186 
P a) Pe ee 
“T- ba —— ba ap 


, ea a ait. ad 212 
ACSIA ES 


> he Ps a, 224 
fo ee Loy 2 Y 233 
co ble 241 


os 3 . a 
— a mee * ae Ff? ©) 249 
a ee ee Cae oe 257 
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A tn 265 
ee “7.4 —~ os weet OO 
Ce £0.92, pp wu 23 
wt fat > eum ll 
gus ME ae a 7 me 
lee ot Ss ee 508 
ct Te mr of “Fo 
ags ile “ < oro 328 
ee ee ae 


am nee oe 
(a ge a a 
a ee 4 Gade 
o—az a. . ee eee 457 
oo Pe MT, 8 470 
i. Oh be oO sae 


Pg Ee a 
Cen ce ee 495 


ae ee £2) oe 


ae* _- e J a 515 








TRANSCRIPTION PROJECT 


Any prospective employer would throw this letter _) 
into the wastebasket. Can you correct its 15 errors to ( 
make it a perfect letter of application? 


Dear Mr. Greene: 


I would like to apply for the position 
of bookeeper which you advertised in Sun- 
days Herald News. 


) 

) 

( 

) 

( 
) 
For the passed six years, I have been ( 
with the Sloan Company of Cincinati. The ) 
company has a large accounting department, ( 
and so the bookkeeping work is very dever- ) 
sified. However I was able to work a lit- ( 
tle while in each section of the depart- ) 
ment and aquired a good knowledge of book- ( 
keeping proceedure. ) 
( 

) 

( 

( 

) 


Since your office is a two girl of- 
fice, I am sure you can use scmeone, who 
can also type, operate a switch board, and 
take shorthand. The enclosed personnel 
data sheet will give you more information 
about my education and also same personal 
referrences, 


( 
( 
) 
( 
) 


) 


If you would like me to come in for ( 
an interveiw, I can be reached at this num) 
ber--MAin 9-4803. 


Yours truly, ( 
) 


A letter that is too friendly is likely to include some | 
double comparisons. There are two in this letter and also) 
eight other mistakes. ( 


Dear Credit Customer: 


) 
( 
Are you running short of cash for ) 
presence with Christmas about only twenty ( 
shopping days away? ; 
) 


May we suggest that you take advantage 
of your charge account and do your Christ- ( 
mas shopping at the Globe Department Store. ) 
All you have to do is pick out the gifts 
you want, charge them; and pay for them 
after the holidays when your budget can 


( +++ 
) 
stand it a little more better. 
r= | 


'BLONDE (spelling): 
blond is masculine 


Because our records show that you hav ? LUXURIOUS (spelling): 
been paying on your account regularly, we ) cious, judicious 
are extending your credit cieling to $250. ( 
In other words you may charge up your pur- ) 
chases up to a maximum of $250. 


We hope that we shall have the plea~ 
sure of serving you during this holiday 
Season. Also, our most sincerest wishes 
to you for a happy-holiday season. 


Cordially ‘yours > 


mentarily 
4 STACCATO (meaning): 


(See page 47 for answers) 6 FOREHEAD (spelling): 


CO ee OO et ON eet OO ee 


3 ORDINARILY (spelling): 





GLOSSARY AND VOCABULARY BUILDER 
A DESK OF HER OWN--page 26 


quietness 
familiar 
surroundings 
handkerchief 
perspiration 
ordinarily ? 
scholastic 
typewriter 
dictating 
tense 
youthful 
laughter 
inquiringly 
traffic 
staccato 4 
finger tips® 
endurance 
standard 
retarded 
mechanical 
paragra phs 
exhaust ed 
succession 
forehead ® 
excellent 


blonde is feminine; 
auspicious, gra- 
summarily, mo- 


expressed in a brief 
or pointed manner; disconnected 


S¥INGER TIPS (spelling): 
finger exercise (sometimes the noun 
finger makes two words, as fingernail; 
fingerprint, fingerhold) 


finger mark; 


foresee, foremost 
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and Forget 

















PLEASE HAVE 


INTERVIEWED 














LETTERS oF _ 

REFERENCE 

READY WHEN pean 
BEING | = 




















Transcribe the caption and fill in the face with 
your shorthand answer, as in No. 1. Then, try 
your own skill on No. 2. The solution and 
another cartoon will appear next month. 






































HE’‘S GOT SOMETHING UP HIS SLEEVE! 
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when APPEARANCE 
rests with You— 
Rely on 


Codo~ 


CARBON PAPERS 
AND RIBBONS 


Rest assured—we know you want 
the crispest, sharpest letters in 
the mail. That’s why we have 
researched the problem to the 
N’th degree! That’s why we can 
say, in all sincerity, that a Cedo 
Silk Ribbon, a sheet of Super 
Kote Carbon (used with the 
Carbon Gripper) will perform to 
your complete satisfaction. See 
for yourself—write us on your 
company letterhead for samples. 
We'll do the rest! 


on 


MANUFACTURING CORPORATION 
Factory: LEETSDALE, PA. 

79 Madison Ave., New York 16, N.Y. 

401 Wood St., Pittsburgh 22, Pa. 

564 W. Monroe St., Chicago 6, III. 








DREAM OF A JOB 


(Continued from page 13) 








NEW! PROFESSIONAL SLENDERIZING 
RIGHT IN YOUR OWN HOME 





Read the facts about the world’s most successful professional 
salon reducing plan—tailored for home use—in new free booklet! 
It's 80 easy to slim down your figure—look younger, lovelier, 
more relaxed—with Monty MacLevy’s Salon-at-Home Slenderizing 
Plan! Because only FIGURAMA gives you all the benefits of the 
professional slenderizing salon — right in the privacy of your 
own home! Simple, safe, comfortable — no drugs or 
drudgery. The Figurama Plan combines the 
famous Figurama low calorie dining program 
with the firming, beautifying massage of the 
Figurama Table’s exclusive Dual Massage 
Pads. And a Figurama consultant gives you 
personalized help with your figure problem. 
Read all the facts about 
professional slenderizing at 
mw home in the new Figurama 
i booklet. 


Write for it—today! 
No obligation — 
entirely free. 
Sections easily de- 
tached for special 
massage positions. 






Write—today—to 
Figurama Salon-at-Home Dept. $-1s-12 
189 Lexington Avenue + New York 16,N.Y. 
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shoulder. I feel my responsibilities even more deeply.” 

Vera was new at the Como office three years ago. 
Born and educated in northern England, she graduated 
from Elementary and. later, Grammar School (under 
an educational system slightly different from our own) 
at the age of sixteen. 

Although basic academic subjects are stressed. there 
is still time for business preparation. Feeling. however, 
that her year of typing. shorthand, and bookkeeping 
still left her without the degree of competence she wished. 
Vera became a daytime telephone operator while taking 
an accelerated night course in business school. 

A year later she began a secretarial career that has 
been interrupted only for her stint in the entertainment 
field and her wartime service with the Royal Auxiliary 
of the Ground Observer Corps. 

When her husband died. after four vears of marriage. 
Vera accepted her sister's invitation to join her and her 
husband in the States. She met a young lady named 
Rory Myers when both were secretaries at United Air 
Lines office in New York City. Rory eventually left the 
airline to become Perry Como’s secretary. 

The girls continued their friendship after the job 
change. and so it was no bolt from the blue when Rory 
telephoned Vera’s office one day to say she was soon 
leaving to be married. Her fiancé——Julius La Rosa. Perry 
Como’s good friend and frequent guest star. Rory urged 
Vera to apply for a job interview with Mr. Como. 

“I'd been there often before.” Vera recalls. “and. of 
course, anyone would love to work with such pleasant 
people as the Como group—to say nothing of the prac- 
tical reasons for its being an excellent job. 1 couldn't 
make an interview that afternoon because | was in the 
middle of a rush job at my work. so I went the following 
day to talk to Mr. Belline and Mr. Como.” 

“The interview was a pleasant and informal one.” 
Vera recalls. She chatted with Mr. Belline and soon found 
herself officially hired. She says: “We talked over my 
previous experience, of course. but I believe they were 
more interested in whether | could handle situations 
tactfully. They asked few questions.” 

Since then, Vera has rejected the old saying “No man 
is a hero to his valet.” for Perry Como is a hero—at 
least to his secretary. “Whether posing for a picture 
with fans or dictating in his clear. well-thought-out man- 
ner, doodling a one-fingered melody on his piano or 
showing a visitor the huge family photograph on that 
piano. Perry is leisurely and likeable. “Yet.” says Vera. 
“he is a man of deep thought and firm decision.” 

Would Perry Como make a successful business execu- 
tive, one wonders. Says his secretary: “Certainly. He is 
a spectacularly successful business executive, but that’s 
only secondary to his being a fine person.” 

Among Vera’s most prized possessions are the gifts 
with which the Comos have brightened Christmas. But 
more important than gifts, she feels, is the dream of a 
job that makes it Christmas all year round. 
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SECRETARY TALKS 


(Continued from page 17) 





stage fright because I feel inadequate about my ability 
to talk well) ties my tongue. and I flounder embarrass- 
ingly. Only too late do I think of the right words.” 

The secretary who is serious about wishing to develop 
an effective speaking personality should have a definite 
plan and work at it. Learning to use the right word at 
the right moment is surely an important step. So is 
learning to speak the right word in the right manner. 
Employers, too, are ready with some interesting sugges- 
tions and some stimulating questions. Here are a few of 
the most observant and penetrating ones: 

1. Know a good dictionary. Know how to use it—and 
use it. Check the pronunciation of words about which 
you are unsure. Check their meanings, too, whenever 
necessary. unless you aspire to a reputation as the office 
Mrs. Malaprop. Find a good synonym for that overused 
nice and swell. or whatever your pets may be. Abandon 
those meaningless clichés, You can say that again or And 
that’s the truth! Forget those breezy Okedokes and Sure- 
nuffs. Banish the informal Hold the line, Just a sec, 
Alrightie. and Bye now. And be very sparing in your use 
of current slang. (Seldom will the older generation 
understand you. ) 

Strive for simple. straightforward language that will 
enable your listeners to understand what you mean 
without time-wasting explanations and repetitions. 

Spoken English is less formal than written English. 
Speech without spontaneity would be unquestionably 
dull. Let appropriate gestures, changes of facial expres- 
sion. and voice tone add color to your speech. Give your 
spoken words freshness by an original turn of phrase, an 
apt comparison. or an analogy from experience. 

2. Be sure your grammar is correct. Don’t embarrass 
yourself (and call attention to your inadequacy) by 
fumbling between who and whom, lie and lay, sit and set, 
bring and take, he and him, and so forth. Don’t dangle 
your participles over gaping voids or split your infini- 
tives beyond recognition. 

3. Check your desk posture. Is it erect, dignified. and 
yet relaxed? Does it indicate that you are ready—even 
better, eager—to cope with whatever problem comes 
your way? Or do you look like a Slumpy Sue—dis- 
couraged and lacking in self-confidence ? 

The way you sit at your desk will have a direct bear- 
ing upon how you sound. If your posture is erect, you 
will have good control over the organs of your body that 
are used in speaking. Your voice will reflect composure 
and mature poise (important to your telephone callers 
whose impression of you is gained solely from the sounds 
that you make). 

1. Is the volume of your voice properly modulated? 
\re the sounds that you make neither too loud (and 
overpowering) nor too faint (suggesting that you are 
insecure, uncertain, and probably ineffectual) ? Is your 
voice pitched to a pleasantly low range, not shrill and 
‘rating? (Remember the long-suffering government 


agency man!) (Continued on page 38) 
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are your memos as admired 


as your make-up? 


Ask any boss: the girl who leaves neat, easy-to-read 
messages is a blessing. She writes so well— 

and she rates so high— because 

she uses an EAGLE MIRADO. 
Here’s a pencil that actually 






stays sharp for pages... 
makes your memos look 
marvelous. (Makes you look 
pretty good, too!) 


MIRADO 


STAYS SHARP FOR PAGES ! 








EAGLE PENCIL COMPANY ¢ NEW YORK ¢ LONDON « TORONTO ¢ MEXICO ¢ SYDNEY ¢ BOGOTA 
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Filing 
Problems 
In Your 

Business ? 





Then get the new R-Kive File—lightweight, 
portable, with many uses in office 
and home. Either letter or legal size 
folders fit in this one file. Strong, 
corrugated fibre board with handy “tote” 
openings front, side and rear for 
easy handling. Read-at-a-glance index 
crea. Attractive, fade-proof finish. 


RKive FILE 


2 for $250 


Postpaid 





Write For Additional Information 


BANKERS BOX CO., Dept. TS-12 


At 2607 North 25th Ave. Franklin Park, Ill. 


SECRETARY TALKS 


(Continued from page 37) 








5. Are you a lazy speaker, or do you use 
your lips, tongue. facial muscles, and jaws 
as Nature intended them to be used? Do 
you enunciate distinctly? Do you put some 
zing into your routine responses? Do you 
make your speech colorful by meaningful 
inflection? Do you accent important words, 
conveying sincere feeling by volume. pitch. 
and inflection? Just the way you say “Good 
morning” can imply either “What's good 
about it?” or “Fine day. isn’t it—great for 
getting things done!” 

(Practice repeating a simple 
like 


gone,” emphasizing a different word each 


sentence 


“[ thought he said she had already 


time. Observe how by inflection alone you 
can give different meaning to the state- 
ment.) 

(and 


their time as well as your own) by speak- 


6. Do you annoy people waste 
ing so rapidly that you cannot be under- 
stood and must repeat. or do you speak so 
slowly that you abuse your listener's pa- 
tience? Or have you intuitive awareness 
and the ability to pace your speech so as 
to “tune in” with the speaking pace of 
the person with whom you are talking? 

7. Do you add warmth and friendliness 


to your speech by frequent (but natural 


and unaffected) use of 


name? 


your listener's 

8. Do vou take time to say—with feel- 
ing—Thank you.” “Please,” and “You are 
welcome’ ? 

9. Do you acknowledge your listener's 
comments thoughtfully and courteously? 
Or do you barge ahead to unburden your- 
self of your own thoughts, letting his fall 
where they may? Do you listen attentively 
and patiently even during long. rambling 
explanations, permitting your caller or 
visitor to talk even when he interrupts you? 

10. Does your voice reveal you as gen- 
uninely sincere in wanting to help your lis- 
tener? Does it have the tonal quality that 
gives your listener the impression of alert- 
ness, responsiveness, thoughtfulness and 
capable dependability? Does it show real 
interest? 

If you have that kind of voice quality. 
you will help to build and to preserve for 
your company the good will of all with 


And 


requests you 


whom you speak. when even those 


whose must reject depart 
thinking. “That's a good place to do busi- 
ness—I ll go back there sometime.” then 
you too will deserve the accolade of the 
executive who said, “When it comes to han- 
dling people. she is a gem. She is certainly 
an accomplished wearer of that well-known 


‘velvet glove’.” 








Globe-Wernicke makes business a pleasure 


My new Globe-Wernicke Streamliner metal desk, 


derful 


tages... 


him with a colorful 


Globe-Wernicke will send you free . . 


Sn” ‘The Globe-Wernicke Co. 


of course. Honestly, it gives me so many won- 


features! It has adjustable bases that 


match desk height to my height and a Verti- 
Swing desk drawer hanging file that’s handy 
and easy to use. | can now raise or lower my 
typewriter from a sitting position, thanks to 
G/W's Arc-Swing platform, which has a Sec 
Tray right underneath to put stationery at my 
fingertips. My desk has a Visible Record Card 
Tray, too, built into the desk arm slide 


No other desk has all these wonderful advan- 


so why not let your boss in on the 


exclusive features of Streamliner Desks. Show 


illustrated brochure that 


. no ob- 


ligations, of course. Drop a line to Dept. I-2, 


Cincinnati 12, Ohio 
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cause for complaint. The general arrangement couldn't 


WEBSTER DURAMETRIC 


The right margin ends evenly, with words divided 


ean CARBON PAPERS  [« 


|. Each part of the letter is positioned correctly, and 


be better: for .* 
1. The date is properly positioned with the letterhead. 
2. The white space around the letter frames it beauti- 


fully. 
Me 





ee ee ae ee ee Ce “] 
| | | 
. | November 7, 1958 : 
7 
[- 
i : T- 6- 5- 4- 3- 2- l- | 7 
| 56 
y | That is right--only seven days to beat the = 
_ | 
ig | deadline for personalizing your order of l 5S 
ir | calendars. The printing of personalized | 54 
9 be | calendars is now in process. If your | 53 
‘ l order is to be included, your list is =— 
n needed today. 52 
s- | In case your list is not ready for mail- | S51 
at | ing, here are three ways to have your 50 
l calendars completed easily. 49 
‘ 1. The calendars could be printed with | Smart — 
id | the copy exactly as shown on your | 48 
al | order. You could then insert the | 47 
names with a stencil or a marking | Ch —o 
| pencil. | ange to ae 
y. | 2. We could print a block in the color | 45 
f your advertising copy where the 
Or | ° y : | ia Aaa 
name would go and supply you with rs 
th : the gold leaf kit. All that is | MultikKopy 43 
se necessary is to lay one of the gold 7 m A2 
sheets over the block and write. 41 
” | The gold sticks to the calendar, | Durametric — 
si- | leaving a shining personal imprint. | 40 
| Gold leaf kits are $2.50 for 50 | 39 
Cl — 
he | sheets. : Carbon Papers - 
| 3. The personalization could be omitted por 
in- l and the ad copy re-set to fill the l 37 
Space to best advantage. , . 36 
My ( | | * Exclusive Scale Edge preventsrunning over. | —— 
wn | Any of the three suggestions will give you | ‘ . 35 
| calendars with great advertising appeal. It’s uncoated too to make carbon handling | "3, 
However, our strongest recommendation is j r yore 
3 still to MAIL YOUR LIST TO US TODAY, OR NO 7 easier and cleaner. 33 
ay Boer pg te ee oe lel * Stays Flat in extreme temperatures. Each | 22 
be completed as originally intended. _ . 31 
| eoutinaih | sheet is smooth and flat for uniform |—p 
7 a ve | handling. au 
| js 3. &. Retetieeen | * Weights and Finishes to fit your individual | 26R 
7 typing requirements. 27A 
ee a ee ee ee = .26M 
At stationers everywhere 255 
24 
“From all outward appearances the client has no make it clear you want — 
= 
22 
21 I 
20° 
12 
18 
12 


13 
Sc 99 . Fi é ’ a4 
exact spacing is used between each part. Free Sample. Fill out the coupon and staple to your 











par : : company letterhead. 13 
So, my esteemed Mr. Watcher, the typist passes on the 12 
arrangement of the letter. While you run through your ee ee le ee ee l 
ees be en e's ~6| LFS. WEBSTER CO. j;F 
check list for technical flaws, I shall do an errand. | 17 Amherst Street, Cambridge, Massachusetts j10F 
> +L. . . . P . . B 
With that, he left to find a hansom. . Gentlemen: I'd love to try Webster's Durametric |—2 § 
I tried to plan my approach so that no technical flaws Carbon Paper. Please send me a sample. l&f 
would be overlooked. I first checked for accuracy of I wy ze 
- : = ame... Te eerrre ene epee - 
dates. The correct date was used in the date line. The | j—2R 
deadline was correct. since seven days from November 7 ; Company........... EMP <9RERS So 6 Om —— 
would be November 14. | Set eT Ue re 
After a double check, there were no typographical BD cee ie with pica (elite type. | 
errors or commonly misspelled words found. The first | (make of typewriter) - 
J sspeuc ; ' a | Iusually make........... .. carbons. j— 
time I read the letter for thought to catch any substitu- Pe) BRP ee SY ei 
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Graffco never 
lets me down! 









' 2 > hed 
Wade Chemical a 


4 om 
Nw Vise Mets! Proecting 
Sognals for “Vertical” Records 




















How I used to dread the sudden call 
for facts and figures. They were in the 





e ? — 
records and on the maps... but where? me 





Mu-Viz Meta! Signals 
Now Graffco Signals and Maptacks 





tor “Visible” Records 
spotlight all important classifications for 





instant action. And as reminders, they 


never forget! There is a special Graffco — Posacgrc: natn tans 
for “Visible” Records 


y/el L a \ yi 
a. ne 

L. oor ea 
Jenne? s 

- ee 





product for every kind of record hous- 
ing, maps and charts. Write for free 
color folder describing them all. 


Maptacks 
for Maps and Charts 








and MAPTACKS 





Graffco SIGNALS 


At your Office Supply Dealers . . . or 
GEORGE B. GRAFF COMPANY 
54 Washburn Avenue, Cambridge 40, Mass. 





SS 





for Protected “Visible” Cards 
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Crimpgrat lransparest Sqnats 








a 


=> 
SS 
tone wo muss 











Va a 
5 Handy dauber whisks away dirt and 
lint in seconds — no spattering! 
Non-inflammable; slow-evaporating, 
hence economical. Look 
for the attractive new 4 
_ 4 orange-and-blue carton. 
CLAR-O-TYPE makes 
typewriter type sparkle. 


YW, 











NO CARBON-TETRACHLORIDE 















PLAN YOUR SCHEDULE 


this orderly, easy way 
with a 


1959 MONTH-O-RAMA 
The Whole Month‘s 
Day-to-Day Plans 
Before You 
You'll marvel how this appointment 
Systemizer keeps your schedule running 
smoothly. Plans, meetings, dates, invita 
tions, ete., fit into an orderly pattern, 
without conflict. The Month-O-Rama 
keeps a whole month’s arrangements be 
fore you. Gives you the perspective pano 
rama you need to plan your time wisely 
Helps you schedule and keep track of 

your boss’s plans. 
Each month's page is 11 x 8%, blocked 
off by days, and all neatly bound with 





keep at desk, by phone, in brief case 
for business, home, travel. Satisfaction 
guaranteed. Send only $1.10 for 1959 
edition. 





Only*1> 


spiral wire for permanence. Handy to 


MONTH-O-RAMA, 6969 Amherst, Dept. T, St. Louis 5, Mo. 
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CASE OF A LETTER 


(Continued from page 39) 





tions of words. There were no fragmentary sentences o1 
omissions of words, phrases, or sentences. Agreement of 
verb and subject, pronoun with antecedent was abso- 
lutely correct. 

The second time I checked against the original copy, 
reading on the letter level and checking all marks of 
punctuation and capitalization. Then I again checked 
the first and last sentences, since these two places often 
have errors that are overlooked. 

The door opened and Hawkshaw was back, looking 
radiant and very pleased with himself. “Well now. 
Watcher, how did the letter check out 


flaws?” 


for technical 


“It passed with flying colors on technical points and 
thought conveyance,” I answered. 

“Good, just as I thought. Get your hat,” he said. 

“You wish me to come?” 

“Yes, if you have nothing better to do. I think it is 
about time for us to pay a visit to the briffstone Printing 
Company.” 

The plant was humming with activity. We were 
ushered into a large mahogany-furnished room. Mr. 
Briffstone gave the appearance of an Irish setter. 

Hawkshaw proceeded. “Mr. Briffstone, my client, 
Mr. Stafford, of the Stafford Office Service, tells me you 
are dissatisfied with the latest typing work done by his 
firm. 1 have been sent to visit you and see if the situa- 
tion can be corrected to your satisfaction.” 

“If that were only possible,” sighed Mr. Briffstone. 
“But, alas, all 5,000 letters have already been mailed. 
Now the only thing | can do is prepare a follow-up letter 
and show the error was made by the outside typing com- 
pany, your client.” 

“Before you do that, would you be good enough to let 
me inspect your file copy of the letter you contracted 
with my client to have typed and the original draft of 
the letter. You see, | have his copy of the letter, plus 


‘the record. I should like to compare all of them.” 


The secretary ‘was signaled, and the letters were 
brought to us. 

Hawkshaw took one glance and then said, “Here it is, 
Mr. Briffstone. [ am afraid you are responsible for the 
mistake and not my client. 

“You see, your file copy of the letter given to my 
client reads ‘$2.50 for 50 sheets.’ However, the original 
draft from which your typist prepared a copy for the 
Stafford Office Service reads ‘$2.40 for 40 sheets.’ 

“So, the error was made when one of your workers 
prepared the typed copy of the letter sent to my client. 
It is an easy one to make since the numbers 4 and 5 are 
typed with the same finger. A worker cannot be too 
careful when typing, but he must be especially alert 
when proofreading.” 


SCE 
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Say “Dennison” when you want the best in 
Addressing Labels »« Mailing Labels » PRES-a-ply Labels 


To Save time Red Bordered Labels « File Folder Labels 


Mending Tape « Correction Stickers « Correction Tape 


in the office Notarial Seals « Gummed Seals, Stars, Dots, 


Reinforcements, Index Tabs « Index Divider Sets 
Coin Mailing Cards + Paper Fasteners « Key Tags 


use THE Inventory Cards « Metal Rim Tags « Shipping Tags 
a am 
DENNISON | 


—— 0 Denno 
REINFORCEMENTS GUMMED 
=a wl 
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MANUFACTURING COMPANY 











FINE 
INKED 
RIBBONS 


For all office machines and 
data processing equipment 


Framingham, Mass. 


It's the INK that makes the difference... 


P a si . — os 
(ver O fear, Ss 
4 »~ 
rs t The Secretary: 7 
















(h os 

t. ~ tod Imps 4 The First Lady 

= —_ nf of Industry 

x ~ and me \ 
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t 

; KEE LOX MANUFACTURING COMPANY A \ 
CARBON PAPERS AND INKED RIBBONS 4 } 
ROCHESTER 1,NEW YORK 


Sold through KEE-LOX branches and <= - y— 


franchised independent stationers oes 
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25 WALLET SIZE 
PHOTOS only $1.00 


MADE FROM YOUR OWN PORTRAIT 


perfect for job, school, and 
passport identification 





plus 25«¢ 
handling 


FREE Beautiful ss X ad 


PORTRAIT ENLARGEMENT 


with each order 


Famous Roy Wallet photos, finest silk, 
double-weight poper. 21." x 31."". Send 
picture or negative with your order. 
Satisfaction guaranteed. 


ROY PHOTO SERVICE 


Dept. 8, GPO Box 644, N. Y. 1, N. Y. 








GIANT TOY TRAIN 


IT SMOKES! 





Bie. 3% ft. long 
Sffos 
- 


Yes, over three feet of smoking train 
will puff its way into the heart of your 





favorite youngster. Loaded with play 
engine really smokes —-cars connect, 
disconnect -can earry loads. The en- 
gine, tender, and three cars are painted 
in gay colors —can serve as a decorative 
Christmas Card holder or candy “ex- 
press.” too. Complete five-piece train 
with real smoke device and train whis- 
tle ... ready to set up and play ... only 
$1.98 in attractive presentation pack- 
age. Made of heavy durable Texas 
Bristle board it will be shipped 
postpaid and guaranteed or your money 


back. 
HERBERT T. SEAVEY 
P.O. Box 226, Dept. T-3 


Center Ossipee, New Hampshire 
















$$$ EDUCATION PAYS $$$ 


Earn more; get a better job or promotion; 
learn new skills: meet increased competition 
for jobs; remedy weak spots in your educa- 
tion; increase social prestige. Write today 
for new brochure listing complete home study 
business courses for business women. New 
CPS review courses, too! Business Research 
Associates Incorporated, PO Box 7093, 
Long Beach 7, California. 








Sraser Soiled / 
MAGIC orton cle 
kt Send $25 vo 


MAGIC MESH Co. 
Fall Station Boa ! 





"atent Applied For Niagara Falls, New York 


For tidie typewritten work you nee 




















| DELUXE DESK SET 


Deluxe desk set glit- 
ters like a Broadway 
show! Has gold-tone 
base. black stamp 
holder, and tape dis- 
penser with cutting 
edge Ball-point pen 
rests on stand or fits 
in well. Will make 
any desk look smart! 
7 x Sle”. $3. ppd. 
Satistaction guaran- 
teed. 








LAZY SUSAN F 
Be neat have fun too! ii , {fp 
This smart Lazy Susan for f 
your desk revolves for 

ea access! Five com 


sartments with hinged 
rold-tooled lids imprinted 


with ‘‘Erasers,’’ ‘*Rubber 
Bands ‘Stamps,’’ 

Clips.’’ Middle one holds 
pencils, specs. Red, Green, 
brown. 7 7 Satistac- 


tion guaranteed. Price 
$4, ppd. 
SHOPPER’S SPECIAL 


P.O. Box 505 Bloomington, Illinois 


ELECTRIC 
ERASER 


AUTO-ERAS 





The perfect portable gift for secretaries and 
stenographers. The modern answer to old-fash- 
ioned tell-tale erasing. Removes words or indi- 
vidual characters without shields. In smart 
plastic case. Operates on flashlight batteries. 
List price (incl. batteries) $5.49, ppd. 
ELLENDALE ASSOCIATES 


Dept. TS1258 P.O. Box 40! Park Ridge, III. 

















New Luminous ‘‘Scriba-Lux’’ 
Writes in the Dark! 

Ball-Point Pen + Flashlight 
One-Hand Operation! 

West German precision-built, quality import. 
A UNIQUE GIFT—sturdy and handsome, most 
suitable for NAME ENGRAVING. An indis- 
pensable Companion for many professional, 
business, and private users. Spare parts read- 
ily available. WARRANTY AND 10-DAY 
MONEY-BACK GUARANTEE. 
INTRODUCTORY PRICE—S4.75, postage ppd. 

(cash or M.O.). Ret. pr. will be $6.75. 
Literature available. ORDER EARLY! 
The D’Erweg Co., Tarzana 6, Calif. 
Direct Importers of ‘‘Scriba-Lux’’ 

















DON’T YOU DARE GET MARRIED 


without first getting your own personal illus- 
trated 48-page ‘‘Just for Brides 2 B'' memo 
book of things to do. Indispensable to you 
about to be engaged or married. Sold only by 
mail. Just $1. Guaranteed. VISUAL AIDS, Box 
669T, Beverly Hills, Calif. 
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. 


into DOLLARS! 


NEW songwriters, poets share $33 millions 
yearly. Songs Composed, PUBLISHED, 
Promoted. Appraisal, info FREE from 


NORDYKE Music Publishers 














==. 6000 Sunset, HOLLYWOOD 288, Calif. 





shopping 


BEANBAGS BECAUSE. . 


to have one just once. Use them for door- 


. everyone ought 


stops, paperweights, decorations, and 
games. All made with color-fast cotton 
and filled with cooking beans. Horse, 
squirrel, owl, monkey, and clown figures 


available. Just $1.50 each: from The Ed- 


win House, Dept. B, 145 West 4 St.. New 
York 12. N. ¥ 





A PEARL OF LITTLE PRICE, this genuine 
cultured pearl set in solid 14-kt. gold 
basket on 14-kt. chain. Its simple classic 
lines are at home with any ensemble and 
in every situation. And this holiday sur- 
prise is Christmas-stocking size. Yours 
for $8.95, ppd.: from Cameo Products, 


Box 2. W oodside qi, N. Y. 





IT’S AN OPEN AND SHUT CASE when you 
solve your gift problems with a Photo 
Bracelet. Dangling from a heavy gold- 
finished chain, the initialed case unlocks 
to reveal two photos. Only $1.75: specify 
initials or first name. Order from Leisure 
Industries, Dept. TS, 98-10 Ascan Ave., 
Forest Hills 75, N. Y. 
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Panel Edge Embossed 






WALLET 


PHOTOS 
a O° Ome FOR ONLY 


We pay powanee pay postage — 
no other charges 


NEW EMBOSSED 
DEEP-SUNK PANEL EDGE 


Beautifully printed on luxurious silk 
finish, double-weight studio paper with 
panel edge—perfect as gifts to class- 
mates, friends, relatives . . . for school 
and job applications, etc. SEND ANY 
PHOTO OR NEGATIVE (returned un- 
harmed) and just $1 for every 25 pho- 
tos from one pose—or $2 for 60 photos. 
Order NOW—from the largest mail 
order photo studio in the East. Satis- 
faction and quick delivery guaranteed. 


Dept.S - BOX 10 - NEW YORK I, N. Y. 
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HIGHLIGHT YOUR HOLIDAY with Clirist 
mas candles. Featured in this group: 








Holly Candles with red and green on 





te design, red-and-white-striped Pep- 


FOTO PLUS 










































































permiat Stick candles, and the ruby Old 
English Fairv Night Light. The set, . 
$6.95: without Fairy Night Light, $3.95. ‘ 
Order from Candles of the Month Club, ‘ 
Box 6552. Dept. rs, Houston 5. Tex. 
ne 
ld Electric Foot Warmer 
ic a 
nd No more cold feet keeps your feet and 
i CHRISTMAS CARD TREE ankles comfortably warm. The Electro Mat is 
7 A ul made of oil-resistant rubber. Operates on any 
Irs ns ae ome a toe 110-volt AC or DC outlet, consumes less than 
ts, wi your istmas cards. v2" hig 100 watts . 14” x 21”. Can be used by 
holds up to 100 cards. For desk, table, or anyone in ofmee, store, factory, or house 
TV set. Golden base and star. Gift-boxed. 12-mo. guarantee. Only $7.95 ppd. Interstate 
Only $1.25, postpaid. Rubber Products Corp., Dept. 402, 906 
Avila Street, Los Angeles 12, Calif.; 9108 
ROSLYN SHOPS , as : 
Meyers Rd., Detroit 28, Michigan. 
46-36C Bell Boulevard Bayside 61, New York ' . 
eg NEW! ROCK CRYSTAL JEWELRY 
; Attention: Christmas Shoppers. The very latest thing in women's jewelry. 
STAINED-GLASS COLOR ART permits chil- Sales tates Chane tame aaienn ee Lovely to have and lovely to give, this 
dren to create colorful translucent win- eee ee en eee pete ably ap ella ney pho — 
e head during unexpected urch ° ida y ti 
dows with ordinary cravons. When com- M4 a cd yt Fran ong = iinet as of year. Genuine Rock Crystal stars with 
ole ted designs are taped to the “ indow, _ White. Fold elf-sealing case solid sterling silver settings and chain. A 
° to carry in h ona ag 16 16”, 10.00 lue—on! 95 . incl, 
sunlight produces a stained-glass effect. (\ hb $1.50 ppd ; . a OS OC 
ae X UNIQUE SPECIALTIES—Dept. Ts CAMEO PRODUCTS, DEPT.TS3 
\ book of 10 themes, $1.25. Write to Mr. . \348 S. 16th St., Philadelphia 2. Pa. Box 2, Woodside 77, New York 
Herbert T. Seavey. Dept. TS, Box 226 
Center Ossipee, N. H senccesensassssesoscoessooscssosssaosssoosesosoossssss 
. 7 
CENTER imassace PILLOW: 
cee MASSAGE 
ELITE, je eeV re, : Your Cost : 
PICA, OR "11? $A50 : 
VARIABLE : 
. . 
SPACED : Helps aching bocks due to 4 
u TYPE— : p> meted ee _ the H 
s tightness ovt of neck and shoulders. Gives a gentle 5 
oO EASILY, ACCURATELY— = massage where needed. Relieves tired feet. Hos washable = 
|. = cover. 8-ft. cord, and plug, AC only. Unconditionally = 
: IN SECONDS, WITH THE : gvoranteed. (12.95 Value) : 
STENOGRAPHIC CENTERING SCALE : COMBINATION HEAT & MASSAGE PILLOW = 
ly 2 s Same pillow with heating unit. Has 4-position | 
“e only $1 postpaid & switch, Lifetime construction. Unconditional 16°?: 
1511T Algona Street, Dubuque, lowe : factory guarantee. ., ($19. 95 Velve) YOUR cost : 
SATISFACTION GUARANTEED : JAY NORRIS CO., 487-TD Broadway, New York, N. Y. : 
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RAIN BONNET—PLUS 
Laugh at showers with this in your 
Sturdy plastic rain 
completely covers the head. Bonnet is 
accordion-pleated back into a 
tiny parcel in a jiffy. Comes complete 


purse, protector 


snaps 


with its own “mad money” coin purse 
container and key chain. BIG 3-in-1] 
bargain! Just $l, ppd. Order several 
for gifts. 


DON ROGERS 





7731 Bonner Ave., Sun Valley 3, Calif. 











TAKE A LETTER! 





Miss Secretary: Please yourself or your favorite girl 
friend on Christmas Day with this unusual Secretary's 
Charm Bracelet of twelve accurate miniatures of the 
secretary's profession Charms include movable pen 
cil sharpener, posture chair that really swivels, tyre 

telephone > 
machine eraser water « 
the inevitable Swiss cheese sandwich anc 
of coffee 





Gift Boxed, Postpaid (Fed. Tax Incl.): In Hamilton 
Gold Finish $4.98 in Sterling Silver, $19.95 in 
14K Solid Gold, 8129.00 

Money-back Guarantee. Send check or mo. Individual 
charms available in Sterling Silver and 14K Gold 
Write for price list 


PERSONALIZED GIFTS COMPANY 
160 Fifth Avenue, Dept. 812-W, New York 10, N. Y. 











Destroy uvawanted hair PERMANENTLY. Use con- 
veniently at home. When you hove read our 


J instruction book carefully and learned to use 
the new Mahler Epilator safely and efficiently, 


#7 then you can remove unwanted hoir FOREVER 
ee] MONEY-BACK GUARANTEE (Our 76th Year). 


: NEW 
“Seno 5° TODAY FOR BooxteT Rr 





MAHLER'S. INC, Dept 858T PROVIDENCE 15. R. I. 











Save *100°° a Year 


AUTOMATICALLY 


and Never Be “Broke!’”’ 

























saved. Forces you 


car, home, 


FORCES YOU TO SAVE 


Get Perpetual Date and 
Amount Banks. 25¢ a 
day keeps Date up to 
date. Also totals amount 


to 


save daily or Calendar 
won't change date. Use 
year after year. Save for 
vacations, 
gifts, payments, etc. Or- 
der several. Reg. $3.50. 
Now only $1.99 each: 
3 for $5.75: 6 for $11.00 
pod. Airmail cash, check 
or M.O. to LEECRAFT, 
Dept. TS. 300 Albany 
Ave., Brooklyn 13, N.Y. 


FABULOUS, NEW 


5-Ft. Long Balloons 


Twist Into A Thousand Shapes! 
GIRAFFES-DACHSHUNDS — Pets of All Kinds 


Add 25« 
Made of $ 
LIVE LATEX 200 FOR 1 "enitlon 


Delight Kiddies — Grown-Ups, Too! 


Almost 5 feet long when inflated. Balloons this size usually 
sell up to 25¢ each. Send only $1 now, Plus 25¢ postage and 
handling for 200 in a variety of gay colors! Supply limited 
at this low price, so order several sets NOW for GUARANTEED 
PROMPT DELIVERY. 

MONEY BACK GUARANTEE. FREE Complete Instructions. 


MURRAY HILL HOUSE 


Dept. B-36-A, P.O. Box 251, Bethpage, L.!., N. Y. 













1 
ACTUAL SIZE 
22 x 342 








>FROM THE ~ 
WORLD’S FOREMOST \ 
WALLET PHOTO PRODUCER 


That's right... TWENTY-FIVE 
wallet size copies of your graduation 
picture. Ideal for giving friends, rela- 
tives, or attaching to college aoc 
tions. Made on finest silk-finish, double 
weight paper for permanence and beauty. 


Send ONE DOLLAR with your finished 
graduation ee or glossy print. Your 
original will be returned unharmed with 

order in a very few days. Minimum 
order: 25 pictures from one pose. 
Satisfaction guaranteed or your 

money back. 


™ '™ LARGA-PIC — BOX Z-20™ 




















- BROOKLINE 46, MASS. 

a Enclosed is $... ......for..........pictures 

@ Name . a 
; SUID wn <ivaiots eens Snsmsseaaeet nieaasadas Snobloniciininsdl . 
‘ City Zone( )State 
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SECRETARIES 


CONFIDENTIAL LOANS 


$50 to $300 on your signature only. 


Repay in small monthly payments. 
Details free—write today 


CHAS. D. JOHNSTON, Manager 
Brundidge, Ala: 

















Get FREE 
with your subscription 
to TODAY’S SECRETARY 


a copy of The Gregg Scrap Book, 62 pages of 
wit and wisdom, written in beautiful Gregg 
shorthand, by sending your new or renewal 
subscription to TODAY’S SECRETARY today. 
This offer is available for a limited time only. 


One year, $3 Two years, $5 
TODAY’S SECRETARY 


330 West 42nd St. 
New York 36, N. Y. 
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ORBIT EARRINGS 


Perfect for your Christmas 
social whirl and for gift giv- 
ing, a whimsical adaptation 
from today's headlines. Made 
of gleaming Sterling Silver 
Circles, the result is simple 
but striking. Yours for $2.95 
postpaid 

UNIQUE SPECIALTIES 
Dept. TSX. 348 South 16th St. 

Philadeiphia 2, Penna. 




















STRIKE EQUALS A HIT whien it’s a bowl- 
ing pin tray for pins, clips, or ashes. De- 
light the bowlers on your Christmas list 
with this 72-inch highly glazed yellow 
ceramic tray with red trim. Name in- 
scribed free of charge: additional inscrip 
tion, 25 cents. Only $1, plus 10 cents 
postage. Order from Stratton Snow, Dept. 
TS, Box 1898, Delray Beach, Fla. 





PUSH, SPIN—NAILS TRIMMED. New 
Electric Manicuring Set shapes and 
cleans nails, pushes back cuticles with its 
safety-insured spinning disks. A profes- 
sional-like manicure in minutes. Vibrat- 
ing action also stimulates healthy nail 
growth. Complete with pink plastic dress- 
ing-table case for $4.95 (batteries 40 cents 
extra). Write to Fleetwood Co., Dept. 
TS, 427 Randolph St., Chicago 6, Tl. 





THE ACCENT’S ON ARM INTEREST—the 
answer is this hand-hammered burnished- 


bracelet. Flattering 11-inch 
width, $2.95. For those who desire the 
personal touch—a similar hand-initialed 
copper cuff bracelet (not pictured) 
priced at $3.95. Order from Benton Hand- 
craft, Dept. TS, 1241 East 18 St., Brook- 
lyn 30, N. Y. 


copper 
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OGA CONTEST 


(Continued from page 28) 


TELEGRAPH SERVICE 


(Continued from page 18) 





companied club entries from Galesburg 
(Illinois) High School read: “My class 
elected to write the final copy for the 
OGA Contest last night. and what do you 
think happened? The lights went out all 
over town. This did not stop them. Some 
of the contest spec imens were written by 
candlelight, other in the dim glow of an 
old kerosene lamp.” 

Another letter, postmarked Alaska, told 
of a heavy storm that fell the night con- 
test entries were to be mailed. Every 
mode of transportation was cancelled, ex- 
cept one. “We told our plight to a local 
man who has a team of dogs. Setting out 
with our precious contest papers on his 
sled, he reached the distant terminal 
and a fast freight train to New York.” 

Shorthand even doubles as a com- 
panion. A onetime winner. a lighthouse 
keeper on the Isle of Man who studied 
shorthand as a hobby, wrote: “I don’t ex- 
pect to win, but writing this contest has 
whiled away the lonely hours | spend on 
the island.” 

Secretaries eager to fill positions re- 
quiring reportorial skills will benefit 
greatly from the practice on the contest 
copy. Consider the case of Jack Romagna, 
winner of the Diamond Medal in 1944 
ind first-place prize in the 1946 OGA 
Contest. Official White House reporter 
Jack Romagna is able to supply White 
House correspondents with manuscripts 
of the President's press conferences and 
speeches “Before the picture taking, talk- 
ing, and general hubbub is over.” 

Whether you are a student, teacher, 


other than full rate for the best results. 

Here again codes and ciphers are gen- 
erally used. Code words must not be long- 
er than five letters. Cipher words are 
composed of letters or figures and are 
used for secrecy. They are chargeable at 
five letters to the word, whether plain 
language or cipher words. A message sent 
entirely in plain language is chargeable 
at 15 letters to the word. 

On overseas service, you are charged 
for each word in the address, text, and 
signature—hence, the many one-word in- 
ternational addresses or signatures used 
by large firms. The telegraph company 
charges a small annual fee for a listing 
in their international directory, but it is 
a great savings to most companies. You 
will have to list the foreign city in the 
address, but the name of the country may 
be typed in parentheses and will not be 
charged. Western Union has literature 
explaining its regulations and charges, 
and it will pay you to obtain a copy for 
your files. 








secretary, or shorthand reporter, you are 
eligible to compete in this contest—pro- 
vided you have not won first place in a 
previous event. Practice the OGA Con- 
test copy on page 28 sufficiently to im- 
prove your notes, and then submit your 
final copy to us for review and rating. 

You will find your secretarial career 
richer, finer, and more filled with interest 
and potential if you have the self-disci- 
pline and assurance that preparing for 
the Contest entails. 


Junior OGA Test 
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from the first touch 
of the keys 
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... you'll like 
OLYMPIA’'S 
ease—speed— 


precision ~~ 


A 


. . » because Olympia’s 
the world’s finest type- 
writer to do business 
with. Just ask the 
lucky gal who’s using 
one. She'll tell you it’s 
equipped with every 
worthwhile feature for 
easier, faster, finer 
typing. Have your boss 
call nearest Olympia 
dealer for a trial 
demonstration! 


WRITES BEST OF ALL 
BECAUSE IT'S BUILT BEST OF ALL 
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Nationwide sales and service — 
through authorized Olympia dealers. 


OLYMPIA DIVISION 
inter-Continental Trading Corporation 
90 West Street « New York 6, New York 
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NEAT 
ERASURES 


RUSH- 


-FYBRGLASS 
ERASER 


No slip sheet needed be- 
tween carbon and copy. 
No erasing shield — the 
Rush Eraser is less than 
one character thick. In 
beautiful, life-time plastic 
case, handy to use as a 
pencil, with long-lasting 
propel-repel refills. 








Order from your Dealer 
or send 50¢ and 
name of dealer to 

The Eraser Co., Inc. 


\ 1068 S. Clinton St., Syracuse 4, N. Y. 
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Photos 
25 $4 


50 for $2... from one pose 
plus 25¢ shipping .. . 
including special bonus 
of Starlite Case 
and Frame 


Friendship Photo's excitingly new and different 
Shadowbox Prints with deep-sunk embossing and 
softly rounded corners add subtle glamour to that 
treasured snapshot. Prints are wallet-size... 2%" x 
3%". Satisfaction guaranteed. Order today. 


FREE 
Starlite Case and 
Frame with each $2 
order. Use as beautiful 
double frame or utility 
r case. 


50 for $2 from one pose. 
— om 





Se ee ee ee ee oe oe -_ Saal 
Friendship Photos, Dept. F-12, Quincy 69, Mass. 
Please send me 


0 25 adowbox” Friendship Photos . 
pose... $1.25 enclosed. 

O 50 “Shadowbox” Friendship Photos . . . from one 
pose... . $2.25. | am to receive bonus of Starlite Case 
and Frame at no extra charge with my order of 50. 

} enclose photo, snapshot or negative which you will 

return unharmed. My money back, airmail, if I’m not 

completely satisfied. 


. . from one 
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PARTY TIME 


(Continued from page 19) 





“You are mixing people from the 
plant and from the office who may have 
only a nodding acquaintanceship the 
rest of the year. Various cliques tend to 
stay together at the office party instead 
of making an effort to be sociable. In 
addition, the top brass is mingling with 
the crowd, determined to overcome the 
unofficial ‘caste’ system that applies the 
other 364 days of the year. There is 
bound to be a certain amount of stiffness 
or restraint in such a mixed group. 

“In the effort to combat this stiffness, 
the cure may be worse than the disease. 
if the committee feels that plenty of al- 
coholic punch is the panacea. Then the 
party can get completely out of hand. 


“At You 


have prepared the food and decorated 


home you are the hostess. 
the rooms to set the stage for a party 
mood. Its harder to create a relaxing 
atmosphere for the office party, whether 
its held on the premises or at an expen- 
sive hotel.” 

The secretary who wants to enjoy the 
office party and to see that her co-workers 
enjoy it, too, can help overcome these 
obstacles. If she considers the experience 
of other secretaries in this same situa- 
tion, she can make the office party the 
happy occasion it is meant to be. 


Keep the Party Moving 


One woman had an interesting opinion 
which may be helpful if you are “deter- 
mined to be jolly.” Betty commented, “I 
think we expect too much from the office 
party. We expect it to be perfect, with 
everybody joining in the fun and over- 
flowing with good will. We want to be 
fed, 
made to feel at ease. 


well constantly entertained, and 

“We forget that as guests we have a 
responsibility to keep the party moving. 
I attended our first Christmas party with 
the attitude: ‘I’m from Missouri. Show 
me. As you can guess, no one paid any 
attention to me, and | had a miserable 
time. It was just what | deserved. 

“After that experience, I decided that 
perhaps it was up to me to help the party 
along. The second year, I wore a pretty 
dress instead of my usual tailored suit. 
I bought a box of candy and passed it to 
my co-workers and who 


anyone wanh- 


dered into our department. 

“When the party began in our central 
office, | sought out newcomers and talked 
to them. | remembered how left out I 
had felt the year before. I introduced the 
newer employees to people in my de- 
partment. 


“I told my best friend that this vear 
I was going to circulate instead of hud- 
dling in a corner with my everyday com- 
panions. Velma thought this was a good 
idea and said she'd try it, too. 

“When we sang carols, Velma and | 
sang the loudest. After that. refreshments 
were served, so we volunteered to pass 
sandwiches and pour coflee. We had a 
chance to talk to everyone in the place, 
a marvelous time.” 


Velma 


portant secret: You make your own good 


and we had 

Betty and discovered an im- 
times. Keeping busy and joining in the 
fun are excellent insurance for enjoying 


yourself. 


You Learn More by Listening 

\ secretary with two years’ office ex- 
perience asked our luncheon group for 
advice on a common problem. “What do 
you say to a vice-president or a depart- 
ment manager when you meet him at the 
office party? I'm always tongue-tied.” 

According to the group, an_ intelli- 
gent question about the business or a 
favorable comment about the party or 
the company are good conversation open- 
ers. “After that, all you have to do is 
listen closely and ask a question now and 
then,” remarked Gloria. “I had an ex- 
perience like that. I had just started to 
work at the company, and I didn’t know 
who the president was until he asked me 
to dance at the office party. Luckily, in 
going through the files to get acquainted 
with the business, | had found a clipping 
describing the early days of the firm. 


“So I asked the president what made 


him decide to move the business from 


Louisville to Chicago. He seemed sur- 
prised that I knew he had started in 
Kentucky and told me all about the 
move. It was an interesting story, and be- 


fore | knew it, the dance set was over.” 


The Other Side of the Fence 

Of course, a couple of secretaries in 
the group had the opposite problem. One 
cute secretary wailed, “My trouble is try- 
ing to discourage conversation—with the 
office wolf. Its bad enough on ordinary 
days. but he really gets wound up at the 
Christmas party!” 

Another white-collar girl offered a few 
ideas for steering clear of the office wolf, 
made braver by frequent trips to the 
punch bowl. “I don’t go near the punch 
bowl. Another girl in my department and 
I stick together all through the party. 
Whenever we can, we join a_ larger 
group. There’s safety in numbers. The 
office wolf finds it hard to operate when 
he has an audience instead of a single 
listener backed into a corner.” 
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\ second good suggestion was to 
leave while the partys going strong. 
Don't wait until the bitter end. I tried 
that just once. \ co-worker insisted on 
driving another man and me home. | 
didn't realize the driver was the chief 
fom and Jerry customer until he zoomed 
out of the parking lot. What a ride! He 
was flying too low, going down one-way 
streets the wrong way. and skimming 
through stop lights. When he pulled up 
in front of a neighborhood tavern for 
‘one more for the road, I told the pair 
| had a headache and popped into a 


taXl. 


Ten Tips for Enjoying the Party 


(ut of the experiences of these secre- 
taries at office parties. we evolved the fol- 
lowing tips for enjoying. rather than just 
surviving, the annual company get-to- 
gether: 

1. Relax and be yourself. 

Wear a pretty dress that you feel 
comfortable in and won't have to fuss 
with. 

Take the attitude that you as a 
guest have a responsibility to help make 
the party successful. 

1. Forget yourself by concentrating on 
others—the newcomers, people you'd 
like to know better, the shy ones. 

>. Volunteer to help serve or lend a 
hand wherever it is needed; you'll enjoy 
yourself more by keeping busy. 

6. If you mingle with the “veeps.” let 
them take the conversational lead— 
everyone appreciates a good listener. 

7. Avoid the punch bowl and depend 
upon your own high spirits for gaiety. 

8. Evade the office wolf by joining an- 
other woman or a group of people. 

Do your best to make other people 
feel at home and you will be at ease. 

10. Leave at a reasonable hour. The 
old saying “Things are always best at 
their beginning” is especially true when 


it comes to the office party. 





(Key to project on page 34) 

LETTER 1 

Line 2 bookkeeper: line 3—Sunday’s, 
inderscore Herald News: line 4—past: line 
9—Cincinnati: line diversified: line 8 
comma after However; line 10—acquired; 
line 11—procedure: line 12—two-girl office 
(one-thought modifier; line 13—no comma 
after someone (restrictive clause) ; line 14 
switchboard (1 word): line 15—personal: 


ne 18—references; line 20—interview. 


Line 2—presents, only about (transpose 
words) ; line 8—comma after them (items in 

series); line 10—delete more (double 
omparison); line 13—ceiling: line 14 
omma after words: line 14—delete up: line 
6—pleas-ure; line 18—delete most (double 


mparison); line 19—no hyphen after 
Lippy. 
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EMPLOY MENT AGENCY DIRECTORY 


Are you looking for a new job? On this page, every 
month, you'll find listed 
= agencies that can help you solve your job-hunting 
problems. Whether you want a job in your own 
vicinity or whether you want to move to a new loca- 
tion, our Employment Agency Directory can be your 
expert guide. Check the agencies listed here first. 





reputable employment 








CHICAGO | 


NEW ENGLAND 





é£ a urnishin 
BI RCH den sae to the + 


_— High-Paying Chicago 
Market On An 
SECRETARIAL Employer Pay Fee Basis 


PLACEMENT 59 E. Madison © Suite 1418 














\ SPERTALONS a CEntral 6-5670 J 





THE WILSON AGENCY 


One of New England’s finest! Fully co-ordinated. 
Excellent staff with superior facilities to get 
the job done promptly. Your résumé will re- 
ceive immediate and continuing attention until 
you are happy once again. 


54 Ch h Ss t 
GENERAL OFFICES: Martford 3. Connecticut 


BRANCHES: Middietown, New Gritain, Springfield 








HOUSTON 








501 Melrose Bidg. Girls Only 
ess e 


EMPLOYMENT COUNSELORS 
CA 4-6331 Houston, Texas 
SINCE 1924 
Courtesy to all is our policy. Our counselors 
are trained placement specialists ... and 

YOU are our special interest. 





SAN FRANCISCO 






















IN HOUSTON IT’S 
QUINBY EMPLOYMENT SERVICE 


For Secretarial and Related Positions 
‘‘Houston’s Oldest—Under One Owner’ 
406 Bankers Mortgage Bidg., Houston 2, Texas 








330 W. 42 STREET 


Career-wise Job Seekers Go To WESTERN , 


CALIFORNIA'S LARGEST FEE AND NO FEE AGENCY % 


99S Market St., Sen Frencixce — = 
OOugles 2.5486 


A | 
© — ——— 
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Want information about employment agencies in 
other cities? We'll be glad to furnish, on request, 


names of reputable agencies in cities not listed 
here. Send a stamped, self-addressed envelope 


with your request. 
TODAY’S SECRETARY 


NEW YORK 36, N.Y. 








WHERE TO BUY 


Fashions shown in this issue may be 


found at the following stores 


Cover: Dress by R & K Originals. Lord 

Tavlor’s. New York: Filene’s, Boston: 
Bullock's, Los Angeles: Davison-Paxon, 
Atlanta: Winkelman’s, Detroit. 


Page 21: Dress by R & K Originals. Same 


stores as above. 


Pages 22 and 23: 


\. and C. Jewelry by Coro. At fine stores 
throughout the country. 


B. Ski Parka by White Stag. B. Altman’s, 
New York: Kaufmann’s, Pittsburgh: 
Meier & Frank, Portland. Oregon: Den- 
ver Dry Goods. Denver: Carson Pirie 


Scott. Chicago. 


D. Dress by Young Viewpoint. Tailored 
Woman. New York: Marshall Field, Chi- 
cago: Bullock's, Los Angeles. 


Jacket by Glentex. Best & Co.. New 
York: J. L. Hudson, Detroit: A. Harris, 
Dallas: Jordan Marsh, Boston: Marshall 
Field, Chicago. 


F. Wink Coat. Russek’s. New York. 





Statement of the Ownership, 
Management, and Circulation 


REQUIRED BY THE ACT OF CONGRESS OF 
AUGUST 24, 1912, AS AMENDED BY THE ACTS 
OF MARCH 3, 1933, AND JULY 2, 1946. (Title 39, 
United States Code, Section 23 





Of TODAY'S SECRE TARY, published monthly es 
ome Ju y and August, at Dayton, Ohio, f October 
1 

1. The names and addresses of the publisher, editor, 
ind business manager are: Published b MeGraw-Hill 
Book Company, Inc 30 West 42nd St., New York 36, 
N. Y.; Editor, Mary Jollon, 330 West 42nd St., New 
Yor) Ss. XN Y.; Managing edito None; Business 

imag KE. Walter Edwards, 0 West 42nd St., New 
York 36, N. ¥ 

2. The owner is: 

Metiraw-il Kook Company, Inc 0) West 42nd 8t., 
New York > Sole Stockl le MeGraw-Hill 
Publishing Con pany, Inc 0 West : New 
York > = = ockholders holdi i 
stock are Donald « McGraw & W 
Trustees unde In lenture of Trus I 
Metiraw, dated 1/14/21 as modified " 
& Ha iw Me Graw, Trustees unde 
Trus b James H. MeGraw, dated 7 d 
Donald ¢ Mots aw, individua y; i. iW 
ndividually; Elizabeth M We ‘ 
Meiraw ill of ) West 42nd St., : 
Mildred W Me Graw, Madison, New Jerse Girace W 
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McGRAW-HILL BOOK COMPANY, INC 


ohn J. Cooke, Secretary 
Sworn to and subscribed before me this Sth day of 
September, 1958. (Seal.) Janet A. Hartwick 
My Commission expires Mareh 30, 1959.) 
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After Five 
For spice in life, the old proverb recom- 
mends variety. So it’s the wise working 


girl who indulges in something different 





after five—be it a class in Greek, a mod- 
ern dance session, or a sport of one kind 
or another. 

Bowling is one sport that’s caught on 
“big” with women—maybe because it of- 
fers such a contrast to the “sitting-at-a- 
desk” routine of many an office day. It’s 
fun, its healthy, and for those with 
“dreams of glory” it provides competition 
on local, state, and national levels. 

Right smack on top of the female bowl- 
ing population is a secretary—Merle Mat- 
thews of Long Beach, California. From 9 





to 5 she tends a shorthand pad and type- 
writer (notice the picture); in her spare 
time she rolls strikes. 

When Merle started work at Procter 
and Gamble’s Long Beach plant, she had 
only a spectator’s acquaintance with bowl- 
ing. The company league gave her the op- 
portunity for a fling at the game—and al- 
though she scored a somewhat low 98 in 
her first game, she was averaging a 
healthy 158 by the end of the season. 

After that, it was all up. Local tourna- 
ments were followed by city and state 
events. Merle was a consistent winner in 
all of them. Then in January, 1958, came 
the ultimate triumph -the crown in the 
National All-Star Tournament. 
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Merle paused long enough to accept the 
trophy, then raced to the phone to share 
“the biggest thrill of my life” with her 
71-year-old mother, herself an avid bowler 
for many years. 

Merle’s other rewards: a testimonial 
dinner and a gift to delight the heart of 
any woman—a mink stole, presented by 
the Bowling Proprietors Association of 
Southern California. And since then, she 
has made numerous personal appearances 
as a member of the Advisory Staff of 
Champions for The Brunswick-Balke-Col- 
lender Company, manufacturers of much 
of the nation’s bowling equipment. 

Merle’s recipe for success—practice. 
perseverance and five per cent luck. We 
imagine it works in the office as well as in 
the bowling alley. 


Coming Up 

The National Business Teachers Asso- 
ciation will hold its annual convention at 
the Palmer House in Chicago from De- 
cember 29 to January 1. Highlight of the 
affair will be the banquet and dance in 
the hotel’s Grand Ballroom on the first 
day of 1959. Theme of the banquet will 
be “Yuletide Around The World”—com- 
plete with international souvenirs, stroll- 
ing musicians, and the presentation of the 
John Robert Gregg Award in Business 


DD 


Education. 


Career Carnival 

The Motor City Chapter (Flint, Michi- 
gan) of NSA took part in that city’s an- 
nual Public School Career Carnival. The 
Chapter’s booth depicted a completely 
furnished office—with the very latest 
equipment. Two NSA members were al- 
ways on hand to answer questions and 
“drum up trade” among future secre- 
taries. “Lots of interest in our field,” they 
reported happily. 





Connecticut Confab 


NSA’s Danbury Chapter gathered about 
150 secretaries for its one-day Seminar for 
Secretaries. Theme: Invest one day in a 
better future. Topics covered: human re- 
lations, reading, the boss's view of a secre- 


tary s job. 


For Secretaries Only 

The invitation read “Fashions for the 
Executive Secretary—Presented by Rus- 
seks and the Underwood Corporation.” 
Not being the type to turn down such an 
invitation, we accepted, and the appointed 
evening and time found us making our 
way to Russek’s third floor. 

Once there, we took one look and de- 
cided that secretaries must be among the 
most fashion-conscious groups in Amer- 
ica. The place was already jammed—and 
the elevators were constantly depositing 
more eager females. 

There were several unique aspects to 
the show. Guests “typed in” on Under- 
wood’s newest—and_prettiest—typewrit- 
ers. And the models in the show were 





actual secretaries—all from Underwood. 
They performed magnificently. 

Russeks presented a group of fashions 
to cover every minute of a secretary's life 
—from trim office outfits to casual “at 
home” wear to glamorous evening crea- 
tions. Judging by the response of the audi- 
ence, the store had chosen well. 


Fashions, secretaries, and Underwood 


‘will probably be getting together in other 


sections of the country early next year. If 
you get a chance to join in, do so. 


Merry Christmas to... 


each and every one of you. May you 
find a pile of presents—all the things 
you really want—underneath your tree. 
May joy and gaiety, friends and good 
times be yours throughout the whole 
happy season. 

More important, may you realize the 
true spirit of Christmas. Love and peace 
are its manifestations. May the Babe of 
Bethlehem grant you each in full meas 
ure, to be shared by you with all those 
whom you meet. And, may they be yours. 
not just on December 25th, but all 
through the year. 
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NEW! 


THE SMITH-CORONA * 


SECRETARIAL 
BRINGS YOU 


Test and discover the lighter touch 
and livelier action that means more 
typing speed, greater typing ease! 
More typing freedom, more typing speed on the new 
Smith-Corona Secretarial Typewriter! New Speed Booster 
accelerates every stroke with less typing effort, makes the 
keyboard come alive —actually gives greater typing ease 
And Smith-Corona’s Accelerator Action also brings you 
a marked improvement in typing quality! Each characte 
prints the same clear, crisp impression — gives a uniform, 
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professional appearance to every page of every typing job. 


Discover for yourself the light, lively touch, the crisp, 
clean write of Accelerator Action on the new Smith- 
Corona Secretarial. Telephone your local Smith-Corona 
representative for a demonstration or a ten-day trial in 
your own office today! 


LOOK AT THESE EXCITING SECRETARIAL FEATURES! Clean, Modern 


Appearance * Seven Decorator Colors * Rugged Construction 
Exclusive Total Tab Clear Lever ¢ Exclusive Half Space Key 
Instant-Set Margins * Exclusive Page Gage. The new Secretarial 
is available in fabric and carbon ribbon models, in a complete 
range of type stvles and carriage widths. 


THE NEW Smith-Corona SECRETARIAL 








Mr. Esterbrook’s Pen does it again! 


\) 






Poor Till was in a terrible tizz— 

Her dictation gave no pride, 

Her pen would gouge, her pencil blur, 
Her ball point slip and slide! 


Because they weren’t made specially for writing Gregg. 


And when she tried transcribing, 

Just imagine her frustration, 

Those crazy thicks and thins and slurs 
Defied interpretation. 


(Pity the poor girl!) 










Then Sympathetic Susie, 
Who had learned her lesson, took 
Poor Tillie to the lobby store 
And showed her Esterbrook. 


Now Tillie’s tops at tidyness, 

And with Esterbrook in tow, 

She writes the neatest, clearest Gregg 
At Satersill and Co. 


(Hold tight, we’re racing to a happy ending.*) 





* PS. And when a certain special guy makes certain declarations, 
ee Our Till will just replace the point—and write her invitations. 
ed (And she has 32 points to choose from 
they screw in in seconds. Cost only 60¢.) 
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Gsterbrook —the only Gregg- 


approved pen with replaceable points. Just $2.95 
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